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THE JOB-PROVED 
Smith-Corona HLECTRIC 


with the most efficient keyboard ever designed ! 


Here is the finest of all electrics... 
proved on the job in all 48 states 
Operators are enthusiastic about its 
exclusive Keybr ard Slope.. 

fits natural finger movement. 

And more of the operating controls 
are located in the keyboard area 

than on any other typewriter! 

It is the fastest electric ever built. 

Its write is bea itiful, sharp, 

even and distinctive. Phone today fora 
revealing ten minute demonstration. 
See also the Smith-Corona Carbon-Ribbon Electric 


Tr H-( NA INC SYRA SE 1 N Y BRANCH OFFI OR FULL LINE DEALERS IN ALL PRINCIPAL CITIES 


For More Information Circle No. 428 
THE OFFICE, Magazine of Management, Equipment, Methods, September, 1956. Vol. 44, No. 3. Published monthly 
by Office Publications Co., 232 Madison Ave., New York 16, N. Y. Accepted as controlled circulation publication 
at East Stroudsburg. Pa. Printed in U. 8. A. Subscription $3 per year, $5 for 2 years, to U. 8S. and Possessions 
Elsewhere $4 a year, $6 for 2 years. 35c a copy. 





Hvuco Po.tronieri, Chief Accountant 
Chas. Pfizer & Co., Inc. 
Manufacturing Chemists 
Brooklyn, N. Y. 


Traveletter is used 


by Nearly a Thousand Pfizer Salesmen. 


“We entered the Traveletter Plan over five 
years ago when we had less than 100 sales- 
men but facing a rapid change in and expan- 
sion of our distribution methods. Today, with 
nearly a thousand representatives in four 
sales divisions, the Traveletter Plan services 
our sales activities in every part of the United 
States with its inherent convenience and 


speed in expense reimbursement 


The Traveletter System reduces cash advances, 


/ Vd veletter saves accounting time, prevents lost time and lost 


orders, builds morale of salesmen 
the better system for Used by companies employing from | to 1,000 
handling travel expenses travelers, including United Aircraft Corporation, 
American Cyanamid Co., Western Electric Co., 
Alexander Smith, Inc., Kendall Mills, A. B. Dick 
Company, and many others 


TRAVELETTER CORPORATION ° GREENWICH 3, CONNECTICUT 
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what about paper 
in the automated office? 


WESTON BOND PAPERS 
nge of all rag and rag content 
whiter white 
r trouble-free 


WESTON LEDGER 


dc ;u 


WESTON MACHINE 
ACCOUNTING LEDGERS 

ade espe y for n . th 
h Wide c ce of colors, sizes, weights. 
WESTON INDEX BRISTOLS 

1 for car r . Stock records, 

Tough, 

backbone to resist 

sy-to-identify colors. 


Mokers of fine papers 
for business records 


since 1863 


Will automation mean less “paperwork” in 
the office of the future? 

Will it eliminate much of the need for 
printed forms and letterheads? 


All the evidence points the other way. 


Many offices have already gone a long way toward 
mechanizing and integrating record keeping procedures 
Far from diminishing paper requirements, these 
developments simply reflect the need for more 

efficient methods of processing the growing volume 

of information which is collected and disseminated 
on paper. 


High speed mechanized methods further emphasize 
the need for BETTER paper - paper that will 
stand rapid handling; that can be punched or 
perforated without breaking down in the machines; 
that will take clean, crisp impressions at high speeds. 


Weston’s “Red Book’”’ describes a complete line of 
Weston papers especially well adapted to the 
requirements of the automated office. Write for 
your copy. 


BYRON WESTON COMPANY 


DALTON, MASSACHUSETTS 
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Use Your Organization Chart’ 
to Plan Your Office Layout 
Nfset Masters Direct from Type 
What Do You Get Out of Associations? . McNamara 
Pitfalls to Avoid in Suggestion Systems ‘ew J. Dalton Jr. 
Settling Disputes Between Employees W. Elsom 
fice Cleaning and Maintenance Sidney Feldman 
NSOEA’s Annual Convention and Exhibit in Chicago Opens Sept. 2! 
\ Springboard to Action Leslie 
llow Progress Is Reported in a Forms Control Program 
‘olleeting Small Past-Due Accounts 
Hlow Much Are You Paying f ‘or 
‘heck Your Postal Seales 
They May Be Wasting Your Money 
Much of Bank’s Office Work Is Done After 
’roducer of Pens Is Steel Strike ‘Cupid’ 
Applying Factory Techniques to Office Storage Problems 
Preliminary Planning Assures Successful Report Writing ....John R. 
0 You Know ’ 


Matthies 
Ray Marien 

L. Roy “iy nam 
William J. Mays 


Mayer 
News of the Office 

News of the Indus stry T 

ieaedat i tanh: atk N: ational Conference & E xhibit 

Wrong in Employee Relations 5: Calendar ; 

icts aie <a s As We See It 





WILLIAM SCHULHOF, Publisher 
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———- Member of 
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How Mosler Revo-File 
can save you *200 the first 
37 minutes you own it 


1. No costly transposition needed, or new cards when you change from 
slow-poke, money-wasting files to Revo-File. No key-hole punched cards 
needed by Revo-File. Just pick up your present cards by handfuls . . . drop ’em 
into a Revo-File . . . and go to work! Revo-File is the only single-drum rotary 
card file of its type that lets you do this! It saves an average of $200 in change- 
over costs often much more! 


Y Another fine product of 
VCUO SU OC “ Mosler Safe ‘“. 
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2. No chance of losing cards! Revo-File 
has an exclusive, patented method of 
holding cards in drum without relying on 
holes punched in cards or other methods 
of attachment, which often cause wear, 


mutilation, and eventual ‘‘fall out’ of 


cards from drum into base of file. (No 
trapdoor needed in Revo-File.) 


For big-volume card filing! 
The new Mosler Roto-File can 
accommodate more than 
80,000 cards. Has all the ex- 
clusive features of Revo-File 

.on a bigger scale. Electri- 
cally controlled drums rotate 
independently—several clerks 
can work at same time. 


3. No limits on work speed! Since cards 
are not attached, one or hundreds can be 
removed and re-filed instantly. Easy to 
place Revo-File in most restful working 
position for any clerk. Cards come to her, 
not vice versa. All standard and most off- 
size cards accommodated. Manual and 
automatic electric selector models. 


If you have 3,000 or more active cards which are used 
continuously for reference and posting, mail coupon, today! 


la a di CS th te teh se See ms st se Sb sae ea en soe ew wes = 


Mosler Revo-File, world’s finest rotary card file 


Selector Revo-File New Mosler Roto-File for 


COMPANY 
ADDRESS 


CITY 


| 
| NAMI 
| 
| 
| 
| 
| 


Revo-File, Roto-File Div. ¢ The Mosler Safe Co., Dept. 0-42, 320 Fifth Ave., N.Y.1,N.Y. i == 


Please send me complete information about (check items you wish 


Mosler Automatic Electric 


volume card-filing application 


POSITION 


ZONI STATI 


For More Information Circle No. 292 
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wow XEROGRAPHY 


cuts duplicating costs for 


Sheffield Hardware Co. 


AMERICUS, GEORGIA 


H¢ 


 L.- MAROWARE to 
BALE 


Masters for 
a 500-page 
catalog prepared 
by 
xerography for 


<A $5GQ00 


Keeps customers up-to-date on 


compared with 
previous cost of 


$500°°° 


changing prices, new items, etc. 
QUICKLY and ECONOMICALLY! 


The versatility of xerography in paperwork 
duplicating is shown in its adaptability to 
the needs of large companies, saving up to 
$250,000 a year using xerography, down 
to smaller companies like Sheffield Hard- 
ware Company, a wholesale firm in a city 
of approximately 15,000 population. 

Sheffield officials are enthusiastic about 
the services xerography performs in speed- 
ing the paperwork required for a company 
of their type 


After installing and using XeroX® equip- 
ment for copying by xerography, John W. 
Sheffield, Sr., president, says: ““Xerography 
at Sheffield not only has added efficiency 
to the company’s operations, but has been 
instrumental in the saving of thousands of 


dollars.” 


. - ° 
WRITE for case histories showing how 
xerography is saving time and money for com 
panies of all kinds, large and small. 


THE HALOID COMPANY 
56-21X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


( ZE-ROG-RA-FEE) 


The fastest, cheapest, most versatile way to make masters for duplicating 
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Use Your Organization Chart 
To Plan Your Office Layout 


WILLIAM BOWMAN WORTHINGTON 
Managment Systems, Tucson, Ariz. 


HE basic principle is to lay out the 

office for greatest convenience of in- 

terchange between work stations. 
lhe first two questions from that state- 
ment are: 

1. What is interchange? 

2. What is a work station? 

Interchange is whatever goes between 
wo work stations, whether it be com- 
nunications, paper, or pencil stubs. 
Normally, the bulk of it will be com- 
munications: information, questions, 
answers, routine, system, notes, phone 


‘alls and a certain legitimate burden of 


zood morning, how’s your health, and 
will the Dodgers make it? 


Work station is any combination of 


nan and equipment, from the president 
of the outfit on down through Tillie the 
loiler. 

If you have to go it blind, without 


ime to study the score, then overlay the 


ocal organization chart on the 
wailable and arrange people, desks and 


space 


equipment to match it as closely as pos 
sible. You'll at least put the people who 
work for each other together and you'll 
probably match the bulk of the 
munication pattern. 

If you have a little more time, start 
the same way and then make 
studies and counts of the communica- 
tion volume between stations: verbal, 
signal, phone, note, growls and whistles. 
Arrange for convenience, and the odds 
are that you'll have everyone concerned 
as satisfied as possible in the space. 
That means one or two minor gripes, 
several comments that this is a lot bet- 
ter, and then silence because it’s O.K. 
and they’re busy with their jobs. 

A third consideration comes up, 
rarely: the flow of paper. Normally, 
paper accumulates at work stations so 
that one trip per day or hour will suf- 
fice to move it. This is different from 
the dozen times an hour that two related 
jobs will communicate verbally, or the 


com- 


some 
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BOSS 
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Assistant 
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SY—Product Y 
$Z—Product 2 
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MX—Product X 
| MY—Product ¥ | 
MZ—Product Z 





et's presume you have one plant and allied products in overlapping sales territories. Here's 
your organization chart. For your office layout, see next page. 
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THE LOW COST WAY: 


THE HIGH COST WAY: 





O 00000 
. Conference 
Room 


YOOO0O 





























~ on 











Mfg. 
rr 






















































































O 


O0O0O00 


Conference 
Room 


O 
OO ' 4 
O “ 



































a 
Ec 





























































































































Quick huddle solves a bid or estimate in 20 
minutes. May sound noisy, but not as absurd 
as the sample 16 goings and comings at right. 


10 
























































Probable time through procedure: 2 weeks 
Longer if it has to climb the full totem pole 
Costlier, slower than quick huddle. 
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Chain of Command for 





OVERHEAD: policy, 


information, instruction, 


ncn raises, etc. 





Communcation Pattern for 
PROFIT: product orders, 
bids, estimates, design, 

customer service, etc. 
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where 


listens 
tending. 


you can’t miss it. 


THE OFFICE 


somebc dy 








thinks 





two dozen times an hour that Miss Jones 
and waits on the 

Occasionally there is actually 
a line where paper passes one piece at 
at time through processing. Don’t worry 
about it. If it exists, it will be so obvious 
In faet, your princi- 
pal problem is to screen out the cases 


wheel she 





While both layouts have a proper chain of 
command, the High Cost Way has this aspect 
of organization confused with business opera- 
tion and isn't set up for action. 


is 


it exists but 





September, 1956: 





This is laid out so that routine communications 

can be direct. Probably 90% of communica- 

tions and policies go by this route. Can you 
guess which Boss has the happier life? 





where, the fact is, there is only normal 
accumulating. 

What do you do when you don’t have 
an organization chart or any other clear 
definition of who works for who and 
who does what? At that point, you’ve 
had it. The best possible move is to 
duck the assignment. It just ain’t pos- 
sible to lay out anything that’s going 






ll 





If you have separate 
plants and sales territories: 





Cans 





Sec. | Asst. | 


there is one. 








Product 7 








Sales 


























Account Account, 
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Here's another way to lay it out. 


[See ]<-[_b0ss_]> [asst] 





Product X 


Product Y 


Here's the organization chart for above lay- 
out. Perhaps this is what the organization 
should have been in the first place. 


to be satisfactory. Anything you do will 
be used as ammunition in the war be 
tween the competitors. 

Sometimes you may find no formal 
version of organization, but you find 
If so, draw it and follow 
it. If your drawing happens to be the 
floorplan and layout itself, all the bet 
ter. Nobody can accuse you of meddling 
in the Boss’s business, particularly if 
he has a phobia against putting his or- 
ganization on paper. He may, for legi 
timate have a set-up wherein 
it’s necessary for him to shift the com- 
munication pattern to meet changing 
conditions. In this ease, your best bet 
is to go along with him and put wheels 
on his work stations. Or slides, at least, 
with a slick floor and a universal pat- 
tern ol telephone and power outlets, so 
he can shove it any way he wants to at 
any time. He’ll normally do it well, too. 

It’s only fair to state that to lay out 
an office, it helps a great deal to know 
what you’re trying to lay it out for. 


reasons, 


This so far has been based on the as- 
sumption that no duties, 
functions, methods, systems, and so on, 
are involved. If this is the case, then 
you'll find that the communication pat- 
tern, including a littlé carrying of paper, 
is all you need. 

If changes are involved, then you'll find 
that normally the organization chart 
will lead the facts a little; that the lay 
out is being made to put it into effect. 
Obviously, you ean’t follow the com- 
munication pattern because it doesn’t 
exist yet. At this point, your new lay- 
out—actually, the layout of whoever is 
switching the organization, and with if 
pattern 


changes in 


the communie¢ation 
touch off a tew 


is going to 
rumbles. 

How many, and how quick they sub 
side, depends strictly on how rood is his 
cuess on the fitness of the new organiza- 
tion or plan. The rumbles are his worry 
and, if he’s half a man, he’ll shoulder 
them You have your troubles if he 
doesn’t. This is especially true if he 
is you 


Inasmuch as something like 50% to 
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The Crown Zellersach Corporation, one of the coun- 
try’s leading manufacturers of paper and other forest 
products, uses Copyfiex for fast, accurate proce 






ing of mill orders. Through versatile Coypfiex copy 
ing, customer invoices are reproduced directly from 
m order originals. This eliminates slow, costly 


rewriting and retyping of basic information from one 
form to another, saves thousands of dollars annu 
ally in reduced clerical work, contributes to better 








customer service 


Sawyer’s, Inc., famous manufacturer of the popular View-Master 
Stereoscopes and Reels, uses Copyflex to get out a variety of paper 
work on a fast one-writing basis. Customer invoices, accounting 
and inventory reports, for exanyple, are prepared without retyping 
of basic information, Flexibility of Copyfiex permits reproduction 
of any desired portion of an original for distribution to different 
individuals and departments. Copyfiex has provided faster process- 
ing of important information, has freed six typists for other work 


Two outstanding companies show how revolutionary 
Copyflex one-writing method can help you... 


Eliminate a Big Cost of Major 
Business Operations! 


Everywhere, progressive firms like those described here are 
simplifying and speeding business operations with the revolu- 
tionary one-writing method made possible by modern Copy flex 
copying machines, You surely can, too! 

With Copyflex, you write basic information only once— 
the entire series of copies needed to complete any systematized 
business operation are mechanically reproduced from the 
original, You eliminate the big cost and delay for retyping or 
rewriting constant information from one form to another. 

Copyflex machines are clean, odorless, economical —letter- 
size copies cost less than a penny each for materials. Copyflex 
will fit readily into your present systems. Mail coupon today — 
it can mean important savings for you. 

Bruning gives you the product and service you need when you . 
need it! Plants at Teterboro, N. J., Chicago, Kansas City, Los Desk top Model 100 Copyfiex copies originals 11 inches 





ry 5 ’ ‘ . wide by any length. Makes up to 300 copies of differ- 
Angeles, and Toronto. Sales-service offices in 30 principal cities aut totter-aine ovigindls par hour. Only $498.50, Other 


in the United States and Canada, models available to copy originals up to 46 inches wide, 


(B RUN I N Oa | Stet tranion company. ne bet 2 6 


| Please send me information on the Copyflex process and mact 


Copies anything typed, written, | Name sinasestniesiincinit . ___.. Title a ae 
printed or drawn on ordinary 
translucent paper—in seconds Company — in oa 


Specialists in Copying Since 1897 

















| RR cceneniinintincnns . —— : on 
CHARLES BRUNING COMPANY, INCORPORATED r 
4700 Montrose Avenue * Chicago 41, Illinois i icninensiteniintpenininiias ee 
{n Canada: Charlies Bruning Co. (Canada) Ltd., 105 Church St., Toronto 1, Ont. - ee oe 
For More Information Circle No. 431 
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Perfectly-Smooth 3M Plates 


Quality Lithography Depends on 
the Perfectly-Smooth Plate 
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Afford Real Economy! 


What is the most economical offset plate to run for quality 
reproduction? Most offset duplicator operators agree that 
true economy means saving time in platemaking and get- 


ting the job off the press at the lowest possible cost. 


“Savings are measured in minutes,’’ one veteran duplicator 
operator states. “Waste just a few minutes trying to get an 
offset plate to roll up properly, to print smooth solids, or to 
reproduce perfect halftones . . . and you lose money. We use 
only 3M Brand Presensitized Photo Offset Plates and save time 

and money in the long run. Their smooth surface, absolute uni- 
formity, consistency and ease of handling cut press downtime. 

Perfectly-smooth Presensitized Aluminum 3M _ Plates repro- 


duce perfectly everything in the original negative. There’s no dot 


] 

or line distortion... no toning or oxidizing. Because they are 

, chemically water-receptive, less ink and water is used and 
desensitization is easier. Solids are deep and smooth .. . line 

: copy and halftones are sharp and clean. 

| Make quality and consistency the rule in your shop. Put 100% 
efficient 3M Brand Photo Offset Plates to work for you! 

’ 





3M Photo Offset Plates 





BRAND 
=a "3M" is @ registered trademark of Minnesota Mining and Manufactur- PRODUCT OF 
& + ing Company, St. Paul 6, Minnesota. General Export: 99 Park Avenue, 
a, ? New York 16, N.Y. In Canada: P. O. Box 757, London, Ontario. 
#8 RESEARCH 
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80% of the time paid in an office goes 
into communication, proximity of com 


munication points (work stations) pays 
greatly in better output for less money. 
I didn’t say more output, I said better 
output. Sometimes that’s more, 

You can frequently go from a good 
layout into combinations that cut cost 
and improve service. 
torms, 


Too, 


Combinations of : 
functions, 
operations into one person so that one 
reading and understanding suffices for 
all steps, duties related to one person 
so that one explanation of the matter 
in hand clears it to the end of the line. 
Don’t even try to split duties into 
operations by different people unless 
you're dead certain that repetition i 
high enough to avoid explaining all over 
again to each one every time a 
action comes through. But when 
ditions are right, don’t hesitate! 
The foregoing sample is neat, pat and 
workable, but what happens when these prin- 
ciples are applied to an odd-shaped, chopped- 
up space, by an organization with a com- 
munication pattern like nothing in any book? 


machine successive 


Is 


trans 


con 


Let's find out! This 
outline, like the foregoing 
supply the following 

1.. Organization chart showing position of 
each individual with title and a single phrase 
description of duties in the appropriate box 
on the chart. 

2. Approximate of two or three 
major transactions handled by each position: 
number of phone calls; number of what kind 
of entries, inquiries, data processed, filed, 
punched, computed, interviewed, answered, 
etc. Volume means number of items per hour, 
day, week or month. 

3. Outline sketch of space available with 
dimensions, any major equipment or features 
which could have an effect on layout. We'll 
try to lay out your organization on your 
sketch and return it, 

It's axiomatic, in this kind of work, that the 
first man doesn't a chance and you 
follow any solution at your own risk, It usually 


provide an 
if you 


writer will 


sample, 


volume 


have 


takes the hardest work to verify that a line of 
thinking actually applies to a real situation. 
But, if you want to see how your layout prob- 
lem looks to someone else, send above data 
to the Editor of THE OFFICE and we'll ar- 
range it the way it looks to us from what 
you send, 





GORWENOOOS 





ENVELOPES 


are written fast and accurately by machine 
tabulating machines, typewriters, ac- 
counting machines, addressing machines 
and billers. 


When designed as part of a system, Per- 
felope Continuous Envelopes can eliminate 
other forms and make a one-writing opera- 
tion 


Perfelopes are made in a wide range of 
sizes and shapes for all envelope uses. If 
you use envelopes in any factory or office 
procedure, let us show you how continuous 
envelopes will save time and money. Write 
today for free facts and samples. 


PERFELOPE MANUFACTURING CO. 


112 Academy St., Newark, Delaware 


For More Information Circle No. 279 
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You Can Dictate On Thie 
REX RECORDER Dice 


ON THE. . TN-3 
ex=-Recorder 


DICTATING/TRANSCRIBING MACHINE one unr ron sorn openarions 


You can now have a true magnetic (no needle) dictating/transcribing machine 
with the miracle magic eraser—and SAVE APPROXIMATELY $70 PER MACHINE 
as compared to purchase price of other major dictating machines. The new REX 
RECORDER TN-3 is the finest machine of its kind ever made—WITH THOUSANDS 
OF SATISFIED CUSTOMERS, all over the world, The NEW roll-tape-tear-off auto- 
matic indexing system, is the finest and most efficient system devised . . and 
a REX RECORDER TN-3 exclusive. You get perfect and instantaneous place loca- 
tion and visibility. 
Only REX RECORDER TN-3 combines the mag- The MAGIC ERASER—permits re-use of the un- 
netic recording principle with dictating machine breakable REX RECORDER disc more than 10,000 
system efficiency for maximum hi-fidelity repro- times. MAGNETIC (no Needle) RECORDING. 
duction. No Stylus to wear, no scratchy dictation, 
Four years of use SINGLE MACHINE USERS Single word back spacing. Dictate and transcribe 
AND LARGE CORPORATIONS using as many as on one machine, Light and easy to carry. Speaker 
400 REX RECORDERS has proven that the REX playback in microphone. Automatic push-button 


RECORDER is one of the most repair free ma- operation. Excellent for conferences and close 
chines for dictating and transcribing, talk 


EXCLUSIVE NATIONAL DISTRIBUTOR... 


AMERICAN DICTATING MACHINE COMPANY, INC. 


65 Madison Avenue e New York 16 New York 
: ESTABLISHED 1923 
For More Information Circle No. 435 
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your important 
figures 


Each capable young executive in 
your company stands out — he 
adds prestige, substance and 
greater performance to your op- 
eration. Parsons ledger papers 
and index bristols, made from 
cotton fibers, do the same for 
your accounting records — and 
for your organization.. Parsons 
record-keeping papers perform 
well for machine accounting or 
handwritten systems .. . offer 
a perfect writing and erasing 
surface .. . will not “dog ear” 
from constant handling. An ex- 
tensive range of matching colors 
in both ledger and index weights, 
and five cotton content grades 
can provide the right paper for 
your record requirements. For 
your important figures (both men 
and records), specify Parsons 
cotton fiber ledger and index. 


WRITE ON YOUR BUSINESS 
LETTERHEAD FOR BOOKLET 4D1, 
HOW TO GET WHAT YOU NEED 
IN RECORD-KEEPING PAPERS AND 
INDEX CARDS PARSONS PAPER 
CO., HOLYOKE, MASS pPCcO 
1956 


For More Information Circle No. 300 


Offset Masters 
Direct from Type 


f{ AKING offset duplicating masters 
directly from metal type, lineeuts 
or even halftones, has proven 


| practical according to Challenge Ma 


| chinery Co., Grand Haven, Mich. The 


method involves the use of a standard 


} prootpress, stated J. C. Carr, sales dé 


velopment manager, and ean be done by 


any printer equipped with an up-to-date 
proorpress. 

Challenge has applied this method to 
printing price pages, instruction sheets 
and similar material by proofing. thi 


| type pages on their prootpress and run- 
ining them on a 1250 Multilith. They 
| have been using this system on their 


own work for over a year with very sat 
isfactory results. “All that is required 


| is a special water repellent ink and a 


prootpress, such as our GP Model, eapa 


| ble of producing reproduction quality 
| proofs.” For ink they have used Multi 


lith M-36 black. The masters should be 
allowed to dry overnight but this can 


be speeded up by drying them by artifi 
cial heat, such as an infra red lamp, 


Making direct image offset plates from a 
type form on a Challenge GP Proofpress. 
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The entire building was demolished!* 


Some days later, dug out of the rubble 
approximately two hundred yards from its 
original location, the company’s Odhner Adding 
Machine came to light. 

Picked up, it was plugged in—and 

tornado or not, #t worked! 


FACIT, INC., 404 FouRTH AVE., NEW YORK 16, N.Y. 
235 MONTGOMERY STREET, SAN FRANCISCO, CALIF 


* an actual case history record: tornado demolished 
Concrete Material & Construction Co. of Cedar Rapids, Iowa 
(field office building near Eskridge, Kan.), April 2nd, 1956. 
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FOR ALL NOISY 
OFFICE MACHINES 


Announcing ACOUSTEX 
. a Different Material for Noise Control 


There are over 100 acoustical materials made. Each has a specific use. 
Experience tells us that they should not be incorrectly used. Our tests of 
these materials did not prove any of them satisfactory for use in 
Acoustinets. 


Now we have developed and treated a_ special material called 
ACOUSTEX. Its specific purpose is only for ‘stopping noise where it 
starts.. The major problem with most materials is its tendency to bounce 
noise into the operator’s face when used at close range. ACOUSTEX is a 
soft odorless material with very high noise absorption qualities. There 
is no noise bounce whatsoever. 


The use of ACOUSTEX explains the excellent noise control afforded 
by Acoustinets. 


It is not our claim that Acoustinets will silence noise. The plain truth 
is that the noise absorption is the highest possible at this time. Acoustinets 
will absorb the harmful high-frequency vibrations of noise. And they 
will reduce noise between 50 and 70% —this variation depends upon the 
type of machine and its original noise. 


If you desire the maximum in noise control . . . resulting in in- 
creased production and decreased errors—better operator health—and 
more comfortable working conditions . . . use SOF°TONE <Acoustinets 
around your noisy business machines. 


You can be sure that Acoustinets will pay for themselves quickly. 


© 1958 — Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements 


af ACOUSTINET 
CO. | 309 AMERICAN STANDARD BUILDING 


BUFFALO 7, NEW YORK 
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which takes approximately ten minutes. 

All steps in producing the plates pho 
tographically, such as making the nega 
tive, stripping and developing the plate, 
are eliminated with a saving in time and 
cost. The type itself is not worn as it 
is not actually run on the press. 

Any of the standard paper plates and 
even long-run metal plates can be pro 
duced in this manner. As many masters 
can be printed from the form as desired 

an advantage in where the 
basic form is printed and then various 
production information typed in. For 
Vore Circle No. 149. 


What Do You Get 


Out of Associations ? 


EDMOND W. McNAMARA 


Office Manager, 
Bassick Co., Bridgeport, Conn. 


ACH YEAR 


protessional| or 


systems 


Information 


one or several Hew 
secientifie 

tions appear on the American scene. 
For the most part they draw their mem 


bership trom business and industry. As 


ASSOCLA 


American business management observes 
with consternation this growth they are 
reminded of the New Deal with its flare 
of alphabetic call letters. Company 
executives listen to the appeal of its 
staff members for 
ship. In 


would-be-members 


association sponsor 
they challenge the 
with the perennial 
“What do you get out of it?” 
There is that this chal 
enge 1s in Sponsorship in an 
itive doesn’t 


answer 


question : 
no question 
order. 
association come cheap. 
lost associations have annual dues, but 
his is not the major financial outlay. 
ne executive, commenting’ on the cost 
‘actor, was heard to say, “It’s not the 
nvestment—it’s the upkeep!” Nor is 
here denying that participating 
membership in an association makes de- 


any 


panes on the company’s treasury, as 


vell as on the time of its members, 
vith monthly dinner meetings, annual 
‘conventions and social affairs, and some- 
imes the purchase of association-spon 
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acclaimed by 
executives... 


SOUND 


a 
4 


POWERED 


ty cg 
TELEPHONES 


NOW AVAILABLE as a modern, streamlined, 
executive desk cradie-phone 


NO BATTERIES. NO OUTSIDE POWER. 
No maintenance. 


Easily installed. Ideal ‘'private wire" 
time, steps, cut switchboard load. 


to save 


also 

PAIR PHONES 
HANDSETS 
COMPLETE SYSTEMS 


Write now for detailed 
Bulletins SA-25 and SA-32 


thawWuHEELE R 
INSULATED WIRE CO., INC. 


Division of The Sperry Rand Corporation 
1106 East Aurora Street 
Waterbury 20, Connecticut 

For More Information Circle No. 301 





‘ sored literature. These all add up to 
streamlined way sufficient grounds for the question put 
: , ie by management to the prospective mem- 

for immediate communication ber, “What do you get out of it?” 

It is difficult to answer that question 
betore one is an actual member. It 
otten leads the neophyte to counter the 
question with, “How ean I know until 
I become a member?” This answer of 
course is seldom sufficient for a cost- 
conscious management. In facet, even 
atter a person has been a member for 
several months—or years—he may be 
hard put to give an adequate answer. 

Too often people strain to translate 

With the Code Call Transmitter at the switchboard, the their participation in association ac- 
busy operator need no longer waste time locating per- tivity into clearly identifiable and 
sons away from desk or bench. She just presses the . “iI 7" - : “ 4 
button on the Wheelock Code Call and a numerical tangible benefits to their company. +\C- 
code sounds off throughout the plant. The person be- tually, the benefits accruing to a spon- 
ing paged then responds via the nearest telephone c “ p ld ] 1 her lves 
The Wheelock Code Call is easy to install with any soring company Seldom lend themselves 
desired combination of chimes, bells, horns and other to recognizable measurement or evalua- 
signalling devices. Write for Bulletin 4B-8 
tion. 
Signal As perplexing as the problem may 
Engineering mI ZA “ . em . > 
& Mfg. Co. has Wheelock SIGNALS seem to aspirants for membership in the 
changed its ee oso older associations, their plight is slight 
name to by comparison with those who would 


For More Information Circle No. 388 join the newer, Johnny-come-latelies in 


PL C Y R ORDER NOW the association lineup. These enthusiasts 
A E OU must also cope with the question, 
“What! Another association?” They 

FOR OPEN STOCK listen to the stories recited by the boss 


or the boss’s boss—telling of experi- 


ences in their younger days in asso- 
ciation activity. They hear the claim 
that all associations start out with ex- 





cellent intentions, only to degenerate 
into mere social clubs, becoming a ma- 
jor drain on a member's time and a 
serious distraction from his work. 
This is true, in varying degree, of 
many associations. But to apply this to 
all associations is baseless and mislead- 
ne. 
Generally, any lack of understanding 
, 7. of the benefits to be derived from mem- 
DESK ACCESSORIES bership in an association can become 


a serious deterrent to many practition- 





Tastefully handcrafted in fine top-grain cowhides. ex 
Available at your Stationer, Office Furniture Dealer | @rs Who ought to be members. To com- 
and Department Stores. Six series available. Catalog bat this lack of understanding and to 


asst properly fortify its potential members, 


SAINBERG & CO., INC. the younger associations ought to adopt 


37-43 W. 26 St., N. Y. 10 MU-4-3424-5 | a stock answer to the question, ““What 
For More Information Circle No. 389 
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. ANYONE can do 
NOW PROFESSIONAL QUALITY 
PLASTIC BINDING! 
with these HAND-OPERATED 


PLA NEICO 


PUNCHING & BINDING UNITS 





Model 24 


Punching Unit Model 24 


Precision-punches pages fast and easy Binding Unit 


with powerful SHEARING ACTION! Just insert cover and pages 


. pull lever . . it’s PLASTICO-BOUND! 


Imagine 


being able to produce genuine PLASTICO-bound booklets, 

catalogs, etc. — right in your own office! Single copies . . Exclusive 
dozens... hundreds — these two handy machines will give 

your literature extra prestige and selling power by adding ARCH DESIGN 
colorful PLASTICO Bindings. Rugged, compact, and easy to 
use, PLASTICO hand-operated units are “at home” in every 
office or business — pay for themselves in savings of time and 
binding costs. 


for added strength 
and beauty 


FRE Colorful 8-page booklet tells you how to get more out of your printed literature. 


: Pesci . 
Fill out and mail this coupon TODAY! a a itiaeeitnen aeee Bie: 208 


a PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 
732 Sherman St., Chicago 5, Ill. © 15 West 24th St., New York 10, N. Y. 


PLASTIC BINDING CORPORATION 
Dept.O 732 Sherman St., Chicago 5, Illinois 


Please rush FREE BOOKLET giving me full information about 
the new PLASTICO Hand-Operated Punching and Binding 
Units for office use. 

Name ... ; Title 

Firm 

Address 


City .. oes Zone ....State 
See Our Display at the N.S.0.E.A. Convention—Room 629-A Conrad Hilton Hotel 








A new Organized Desk with an ingenious 
ability to lend a hand to a man at his work 


Ever noticed the amount of useless stuff that drifts 
around on top of a desk? And a lot of desk drawers 
too are in the same state of clutter. 

This condition gets in the way of a lot of work. 
It’s the reason why the new Shaw-Walker Organized 
Desk is such a big help in getting things done. 

Move in behind one of these Organized Desks and 


_ 


you make a clean sweep of clutter 
Your desk top is cleared and stays 
clear. Here’s how it’s done! 

Work Organizer drawer interiors 
provide specific space for letter trays 
and all other work and working tools 
Everything is organized for quick finding with- 
out hunting. Two revolutionary advances are, 
drawer space for your wastebasket and telephone. 

The 292-page Shaw-Walker “Office Guide’”’ pic- 
tures, describes and plainly prices 86 Organized 
Desks and 5,000 other items. Ask your local repre- 
sentative for a copy, or write Muskegon 8, Mich. 


of Office Equipment 


= Largest Exclusive Makers 
Muskegon 8, Mich. Representatives Everywhere 
NN 
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do you get out of it?” The answer is 
that truly participating membership is 
a “pipeline to the truth.” Through 
this pipeline, business gets the return 
on its investment. 

At no time in its history has Ameri 
can business management been more 
in need of pipelines to the truth. In 
this era when automation in the factory 
and automatic data processing in the 
ollice are coming more and more into 
vogue, the adoption of a new method 
or system can mean a major move with 
an expenditure or rental that 
runs into thousands, even hundreds of 
thousands of dollars. A company can 
ill afford to “go off half-cocked” in 
selecting methods these days. 

Traditionally, companies have 
been copyeats in the installation of both 
factory and clerical systems or methods. 
A humorous story tells of a terrible 
head-on collision that took place when 


expense 


most 


two systems engineers, charged with im 
proving their respective 


rushed 


companies’ 


systems, cach over to see how 


EM MERT 


COUNTER-BALANCED 


FULL-SCALE 
DRAFTING UNITS 


EMMERT Full-Scale Units, equipped 
with EMMERT Micro-Drafters, con- 
tribute more towards the elimination 
of costly design and manufacturing 
errors than any other factor in the 
drafting room. 

They are built in 44 standard sizes 
and special sizes to fill any demand. 
Perfectly counter-balanced and 
equipped with self-aligning bearings, 
the units move with a smooth gliding 
action and never require locking in 
position. Their accuracy in drawing 
long continuous parallel lines--hori- 


the other fellow did it and met head on 
in the middle of the street. With the 
advent of the electronic computer and 
the tremendous fanfare and publicity 
in connection with its installation by 
certain companies, American in 
dustry has experienced a wave of copy- 
cat “prestige buying.” Equipment cost 
ing the bigger part of a million dollars 
was bought or rented by top 
solely to “keep up with 

This happened during 
What has been aptly ealled the hyster1 
cal stage which followed the revolu 
tionary technological developments in 
computers. Claims were spectacular, 
especially as to what they were going 
to achieve in the way of cost reduction. 

An honest evaluation of the results 
was not to be garnered either from the 
glowing propaganda which swept the 
country or trom interviews with 
executives who had instrumental 
in installing the equipment. The only 
honest evaluation 


people 


La Ne 


being 
management 


the Joneses.” 


those 


been 


opinion and was to 


be secured from those who 


eR 8% 





zontal and vertical--the full length and height of the board is unmatched in any other equipment. EMMERT has 
gained a nation-wide reputation with these units, one installation alone employs 15 units 7 feet high by 141 feet 
long. Write today to Dept. O for complete information. Learn how EMMERT can cut your operating costs. 


\ 


RAWS THE ACCURATE LINE 


D 

EMMERT MANUFACTURING COMPANY 
WAYNESBORO ® PENNSYLVANIA 
For More Information Circle No. 285 
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You Get Things Done With 
Boardmaster Visual Control 








yy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

vy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

Jy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

Sy Ideal for Production, 
Scheduling, Sales, Etc. 

iy Made of Metal. Compact and Attractive. 
Over 100,000 in Use 


Complete price $49°° including cards 


|FREE 
Write for Your Copy Teday | 


GRAPHIC SYSTEMS | 


55 West 42nd Street © New York 36, N.Y. | 


For More Information Circle No. 296 
a 


Traffic, 


Inventory, 





24-PAGE BOOKLET NO. F-100 
Without Obligation 





Happ Happy Copy) 


PARKWAY PHOTOCOP PENS 
FOR ALL COPYING MACHINES 
30¢each $3.00 per dozen: 
(QUANTITY DISCOUNTS) Yj 

Send ‘1.00 for Trial Order of 5 Pens / 


PARKWAY PEN SERVICE 660 W. Washington Blvd. 
Los Angeles 15, California 


* BALL POINT PENS FOR INDUSTRY Ld 
For More Information Circle No. 297 








worked directly on _ the installation. 
The facts were not gained by letter 
or questionnaire. They were secured 


from personal contact such as is af- 
forded by membership in associations. 

Many managements who had _ been 
tempted to get on the bandwagon and 
commit their companies to a large ex- 
penditure for equipment for which they 
were not ready, or for which they had 
no feasible application, were spared this 
expense and the attendant disruption 
and heartbreak because one fellow on 
the staff had, through his membership 
in his association, a pipeline to the| 
truth. This is the most effective answer 
to the question “What do you get out] 
of associations?” 


Pitfalls to Avoid in 
Suggestion Systems 





| & 
{ LPF 
| L =&_ J 
a 
4 a aa 
~) — 
-_ <A 
| _ 7 
LU tay 


Dp? 


ANDREW J. DALTON JR. 
Acme Consulting Service, Kansas City, Mo. 


UR PERSONAL experience with 

suggestion systems has not been en- 

couraging. We concede that our lack 
of success could well have had its origin 
in some unintentional maladministration. 
It is a matter of record that any number 
of American firms have been 
fully operating suggestion systems for 
years. Then, too, there is the National 
Assn. of Suggestion Systems which, we 
are sure, stands ready to offer wise coun- 
sel to faltering systems. 

In your preliminary deliberations, be- 
fore setting up a suggestion system, we 
assume you will check with some selected 
industries presently utilizing one, to 


success- 
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UNDER ONE GREAT NEW LABEL! 





Harris-Seybold’s Chemical Division and Lithoplate Inc., now join their 
facilities and plate making know-how into ONE operation. Both fine offset 


plates will now be combined and manufactured as one a super-quality, 
2-sided plate with exclusive “MICRO-SURFACING”’ The product will be 
known as the Harris Alum-O-Lith Sensitized Plate 


LITHOPLATE NC HARRIS WESTERN: 278 Arden Drive, E) Monte, Calif 
. a, I ' ENaC 8 Blanche Ave., Cleveland 22. Ohi 
A subsidiary of Harris-Seybold Company = sastiiaue lca rH ba TERN 52 W Broad r * vond vs 
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TEMPORARY 


FOR 


t 


OFFICE WORKERS 


Use our trained employees at low 
hourly rates. We'll work in your office 
for any length of time — 4 hrs., a 
day, a week or longer. 
Branch Offices in over 80 U.S. Cities 


We are not an 
employment agency 


> manpower, inc. 


HOME OFFICE: 
820 N. PLANKINTON AVE. 
MILWAUKEE, WISCONSIN 


MANPOWER INC. OFFICES ARE LOCATED IN: 


Akron 
Albuquerque 
Allentown 
Atlanta 
Baltimore 
Boston 
Bronx 
Brooklyn 
Buffalo 
Chicago 
Cincinnati 


Cleveland 


Columbus 
Dallas 
Dayton 
Denver 

Des Moines 
Detroit 
Evanston 
Fresno 
Grand Rapids 
Hammond 
Hartford 
Houston 


Indianapolis 
Jacksonville 
Jersey City 
Kenosha 

Los Angeles 
Monchester 
Milwaukee 
Minneapolis 
Newark 
New Haven 
New Orleans 
New York 


Niagara Falls 
Oakland 
Omaha 
Paterson 
Philadelphia 
Phoenix 
Pittsburgh 
Portland 
Providence 
Racine 
Richmond 
Rochester 


For More Information Circle 


St. Louis 

St. Paul 

Salt Lake City 
San Diego 
San Francisco 
San Jose 
Seattle 
Sherman Oaks 
South Bend 
Springfield 
Syracuse 


Tacoma 


No. 286 


THe OFFIce 


Tampa 

Toledo 

Tucson 

Waterbury 
Waukesha 

White Plains 
Havana, Cuba 
Johannesburg, S. A, 
London, England 
Paris, France 
Montreal, Canada 
Toronto, Canada 
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learn of 


their experiences and pro- 
cedures, 


At this point learn, if you 
possibly can, the names of a few firms 
who have had suggestion systems and 
dropped them! Get their experiences, 
and learn why a suggestion system with- 
ered on the vine for them! It is only 
fair, and to hear both 
sides, before you make a move. 

As the result of a check made of the 
membership of a typical midwestern and 
southern business association, we were 
able to learn these conerete experiences 
with systems. Out of 17 
firms surveyed, 62% advised they had 
never adopted a suggestion system, Only 
a little 1% of those queried re- 
lated that they still conducted suggestion 
systems previously installed. One out 
ot five (20%) said they had tried, then 
Of these 
mortalities, two of the firms contended 
they could develop no employee interest. 
Another listed, “lack of organizational 
control,” as the reason for its suggestion 
Another said that em- 


200d business, 


suggestion 


over 


dropped, suggestion systems. 


system casualty. 





ployee interest initially was high, but 
waned. Various forms of the above ex 
planations were blamed for discontinu- 
ing suggestion systems. 

It greatly surprised us to learn how 
high the mortality rate, regardless ot 
cause, is for suggestion systems. If we 
had that complete picture before in- 
stalling our system, we would have pro- 
ceeded with a greater degree of caution. 

It could be that yours might be one 
of the fortunate firms who will find that 
a well managed suggestion system can 
he quite productive, and a noteworthy 
stimulant to employee morale. We hope 
this proves to However, 
here are a few road-blocks to consider, 
if you find the going rough: 

1. Have signed entries come first to 
your department, for removal of names, 
coding, and relaying to judges. This 
prevents allegations of favoritism, and 
is usually weleomed by the judges. 

2. Seleet judges from various depart- 
ments or offices of your own company. 
Who is better qualified to evaluate a sug 


be the case. 





The ROL-RACK 
with FIVE FEET of Shelf Space! 
A few of the thousands of the 


ROL-RACK 
Bethlehem Steel Co. 
U. S. Veterans Hospitals 
Continental Assurance Co. 
Transamerica Corp. 
Johnson & Johnson—Esso Standard Oil 
Fairchild Aerial Surveys Inc. 
Tulane University 
New York City Bar Association, 
Hundreds of Schools, Libraries, Lawyers, & 
Industrial Organizations, etc., etc. 

Sturdy and Durable 
Made of choice selected 1'/4" hardwood. Slop- 
ing shelves angled for title reading, doweled 
and bolted to insure durability. Side-riveted 
swivel casters with resilient rubber tires which 
roll smoothly with a full load. 
Dimensions: 32" long, 13" deep, 31" high 

13" between shelves 
Satin Walnut Finish or Natural wood Finish. 
Manufactured to sell for $69.50, mass produc- 
tion makes possible this LOW, LOW price of 


of users 


2 West 45th St., New York 36, N.Y. attractive D 





CATSKILL CRAFTSMEN, INC.—A Subsidiary of The Grolier Society Inc. 
Publishers of The Book of Knowledge 








.0.B. Factory 
Stamford, N. Y. 
Weight 49 Lbs. 


ealer Franchises Available 
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amazing 


VELVET 


ball 


the pencil that writes with INK 


e combines best features of a pencil with best 
features of a ball-point pen 

e light as a pencil because it’s wood 

e banker-approved permanent ink 

e full-length brass cartridge writes enough to 
fill 18 stenographer’s notebooks 

e nothing to press, turn, fill 

e fully-guaranteed 


Handy dozen-pack for 
business and industry. Blue, 
red, black or green ink. 
$3. per dozen. 


Order from your 
commercial stationer 


For sample write on your 
company letterhead to Dept 0-9 


AMERICAN PENCIL CO., HOBOKEN, N. J. 
For More Information Circle No. 294 
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gestion that purports to save you time 
or money, or both, than one of your own 
people. Certainly he is more likely to 
function better, in this regard, than an 
“outsider” who not know the 
tricacies of your business. 

3. Notify winners promptly. 
awards in cash! No fishing poles, base 
ball tickets, ete. Be sure all winning 
suggestions are put into effect, pronto! 
It they ean’t be, they should not be prize 
winners. We found much an 
employee has an understandable love of 
cash, he 


does In 


Make 


that, as 
has an even greater love of his 
idea, which is what his suggestion is. In 
terms ot that she is a 
creative man or woman, and you know 
how those people value recognition! 


contest, he or 


So, if you decide to place your chips 
on a suggestion system, may good results 
fully justify your hopes and expecta- 
t If you believe your system ean 
the foregoing pitfalls, It 1s prob- 
advisable to proceed. But 
otherwise, opinion. 


1ONS. 
avoid 
ably not 
n my 


Do You Know... 
Your Average Cost of 
A Purchase Order? 


THERE IS A QUESTION which concerns us: 
the cost of purchase orders. We issue 
approximately 7,000 orders a year for 
office supplies, furniture and operating 
equipment, and printed forms. A sur- 
vey, just completed, shows our average 
per purchase order to be $5.10. 
This includes all work from the typing 
of the order through the payment 
the invoice. We would like to compare 
our cost with that of other companies. 
J. G. Holman, 
Di pt., Pacific Finance Corp., 6 
Hope St., Los Angeles 17. 

If you Mr. Holman’s 
question, please write to him and send 
a copy ot your letter to the Editor of 
THe Orrice. When enough letters are 
received, a summary of the will 
be published. 


cost 


ot 


Purchasing 
°21 South 


Manager, 


can answer 


costs 
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new 
speed and ease 

Watch her sparkle wher 
the trigger-quick snapback 
of every key the unpreced 
feather-light touch on all tt 
both feature and numeric 

See try the JOHNSTON 
ing Machine soon. Call yc 


machine dealer for a demor 


ohnston 
ADDING MACHINE COMPANY 


13343 Sherman Way, No. Hollywood alif 


For More Information Circle No. 322 
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Classic 


CARBON PAPER 


typewriters 
N itd arbon Man 
( Glen Cove, N \ 


ransterred umbia 
» produce \ itacturiny 
Micro yagi FREE GUIDE! For your free copy of our 
=< new “Carbon Paper Facts” type make and 
model of your typewriter and the number 
of carbon copies normally required on your 


company letterhead and mail with coupon 
COLUMBIA RIBBON & CARBON MANUFACTURING CO., 


949 Herb Hill Road, Glen Cave, N. Y. 


MODERN CLASSIC 
CARBON PAPER 


by 


Rush free—“Carbon Paper Facts." 


Name 





Company 





o 
Address 











| 
| 
| 
| 
| 
| 
| 
| 
| 
al 
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= 
Hicks & 
Bacon, Inc., 7O Fifth 
559 pp., $8.65. 


OFFICE MANAGEMENT by Charles B. 
Irene Place, Allyn & 
Ave., New York 11, 


\ textbook 


agement 


which emphasizes the man 


iewpoint. The authors identify 


the problems and provide guiding prin 


ciples ft organizing and eco 
effective 


anagement 


planning, 
ordinat controls for 
operat General m 


d and 


factors 
applied to office man 


STANDARDS OF EDUCATION AND EXPERI- 
ENCE FOR’ CERTIFIED PUBLIC ACCOUNT- 
ANTS. University of Michigan Press, Ann Arbor, 
Mich., 146 pp., $2.50. 

mendations of the ecommi 
which made 


ssion 
the first comprehensive study 
title CPA 
60 years ago. 
future CPAs will 
graduate 


of this subject since the came 
into existence 
have to take post 
professional training in univer 
sity schools of business administration. 

ELECTRONICS DATA HANDBOOK edited by 


Nelson M. Cooke. Allied Radio Corp., 100 N. 
Western Ave., Chicago 80, 64 pp-, 35 cents. 


\ handy collection of formulas, 
data 
and electrical work. 


specifications and other technical 


used ‘leetronie 


IMPROVING EMPLOYMENT REFERENCE CHECKS 


by E. R. Stunkel, S. M. Heitman & I. S. David- 
off. Government Printing Office, Washington 
25, D. C., 90 pp., 45 cents. 

Resuits of a 


research study by the 


Civil Service Commission on the im 


provement of employment reference ques 


tionnaires used to obtain information on | 


job applicants. 


AUTOMATION AND ELECTRONICS: A GUIDE 
TO COMPANY EXPERIENCE by Henry C. Thole. 
Management Research Service, 1342 Cherry St., 
Kalamazoo, Mich., 26 pp., $1. 

more than 200 


\ bibliography of 


studies on automatic control, 


company and industry. 
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office | 


[If adopted, 


tables, | 


indexed by j 


— 


= NG 
BUT A 


Nobody has to put up with 
typing racket, typing shock or, 
worst of all, jangled nerves. 
A KIL-KLATTER Pad makes any 
typewriter really quiet. For 
KIL-KLATTER is resilient all- 
hair... an everlasting sound 
and shock absorber. Made of 
famous OZITE All-Hair Felt. 


Treated top to keep machine 
a sang 
legs from digging in. 


1 i. 


Slip-proof bottom to prevent 
the machine from skidding. 


II Ili NM Fits all typewriters and many 


other business machines. 


$y25 AT YOUR STATIONER 


OR OFFICE SUPPLY DEALER 


KIL-KLATTER 


~~ enn Wenn ee” 


THE SCIENTIFIC TYPEWRITER PAD 


“The answer to a quieter office 
may be under your typewriter” 
For More Information Circle No. 316 
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SY, fro hes cin g ““Ninette’”’ 


BORROUGHS 
newest Wrap RACK 


Here’s the wrap rack that fills the need of the office where 
a 6-coat rack is too small and a 12-coat rack is too large. 
“Ninette’’ accommodates 9 coats and 9 hats. It’s a won- 
derfully proportioned piece of office furniture ..just the 
thing for those rainy fall days ahead. Instead of bunching 
coats on an old fashioned clothes tree, where they will 
remain damp and wrinkled all day, hang them on a 
Borroughs ‘’Ninette’’, where they will hang straight and 
dry quickly without scores of ugly wrinkles. Before you 
buy any wrap rack, see the Borroughs line. Besides the 
“Ninette’”’, Borroughs line includes models to hold 6 and 
12 coats and hats..and you can always get ‘’Ninette 
and model 12 in double-face units. 


\ 
ON 
“Meet me at the NSOEA 
at our booth 379” 


Send for our catalog showing Borroughs 
complete line of Metal Office Furniture. 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 
3010 NORTH BURDICK all KALAMAZOO, ‘MICHIGAN 


For More Information Circle No. 209 
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R.C. Allen ....... 
w gives you finett vale 


You'd Expect a VisOmatic Typewriter to Cost More... 
yet, with all its exclusive features for speed, accuracy and 
efficiency, this fine machine actually costs less than many 

jJard makes. The R. C. Allen practice of giving the 

t in quality, performance and value—at a practical 
price—is why the VisOmatic is becoming more and more 
the first choice of business men and women everywhere. 
Ask your R. C. Allen dealer for an office demonstration— 
or write us for a free booklet about ''the world’s most 


advanced typewriters."’ 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS + CASH REGISTERS +- ADDING MACHINES « SAFES: FILES » BOOKKEEPING MACHINES 


For More information Circle No. 196 
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Cut costs up to 90% 
with the Macey Collator 


Gathers more than 3,000 sets an hour 


—S times faster than by hand! 


The Macey Collator does a boring, 
tedious job efficiently and cheaply. 
Users report savings as much as 90% 
of payroll costs formerly spent on 
hand collating. The Macey saves 
wasteful diversion of high priced 
office personnel from their regular 
jobs; also avoids overtime, and the 
extra expense of a standby crew for 
assembling; gets important printed 
material distributed earlier. 

The Collator is used to assemble 
bulletins, instruction sheets, office 


forms, price lists, stock records, 
catalogs, operating and sales manuals, 
dealer aids, publicity releases, book 
signatures, mailings, photographs, 
samples, plans, photostats, plastic 
sheets, etc. 


It performs the widest variety of 


services for manufacturers, retailers, 
wholesalers, insurance companies, 
universities and schools, printers, 
government agencies and the Armed 
Forces ... for personnel, inventory, 
accounting, sales, service, advertising 
and research departments. And the 
savings it makes in time and overtime 
are major savings. 
Your nearest PB office will make 
a quick survey of your collating 
requirements, without obligation. If 
you need a Macey Collator, your 
savings will soon pay for it. 
Phone, write or send 
coupon for 
our free 


illustrated 
Available ™ 
in 4, 8, 12, 
or 16 stations. 


booklet and 


case studies. 
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@ Assembles items of varied sizes and 
weights, ranging from onionskin to 
one-eighth inch board. 


@ Fully automatic. Suction feed gives 
positive control of every sheet. Sets are 


Sold and Serviced by 


Pitney-Bowes 


a 
ene 
eS 
: ) Branch offices in 94 cities 


' 
a in the United States and Canada 
bd 


Collates 
more than 
3,000 sets 
an hour— 


automatically checked for 

thickness; faulty 

stops machine, and signal light 
shows point of stoppage. 


material 


© Handles sheets as small as 2 by 5 
inches; and as large as 12 by 17 inches, 
depending on model. 


e Easy to load. Has large capacity, 
about 3,000 sheets of letterhead weight. 


stacker, oscillat- 
ing delivery unit, and wire-fed stapler. 


e Has optional extras 
e Pitney-Bowes service from 289 cities, 


coast to coast. 


PITNEY-BOWES 
3402 Crosby St., Stamford, Conn. 


studies. 


Name 


im, 
| 
| 
| 

Send free illustrated booklet and case | 
| 
| 
| 
, 


Address 


For More Information Circle No. 245 
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> 4 | eet 
WRECKED DISGRUNTLED NERVE-RACKING 
MACHINES OPERATORS NOISE 


These things NEVER happen with 


TIFFANY sachin: STANDS 


and Tiffany Stands actually cost less than 
$1.00 Per Year of Service 


You get safety and greater office 
efficiency when you buy Tiffany. 
Open top design moves annoying 
machine noises away from operator. 

Solid angle or square tubular steel con- 
struction, reinforced throughout, stops 
shakes, provides firm foundation for prac- 
tically ali office machines. Concealed cast- 
ers eliminate accidents; smooth edge 
framework prevents snagged hose and 
scratches. 











drop leaves— 
Model 5002 


MODEL 5000—Heavy metal castings form solid 
base for stand, cover retractable, positive-action 
casters. 4-cup open top locks machine base in 
place; reduces noise and vibration. Drop leaf 


5000, 5002, attaches flush with top or low for posting tray. 


8000 and 
8002 also 
available 
35/2" high 
for stand With 2 


up work, drop leaves— 
= Model £002 


MODEL + Model 8000—Heavy-duty stand with "plus" fea- 

8000 M tures never before available. Designed especially 
for today's heavier electric office machines; vibra- 
tion-free, tremendous strength through super 
rigid construction. ‘'King-size" drop leaf. Foot 
pedal easily retracts casters. I-piece top adjusts 


At better doalers everywhere for most machine bases. 
Often Imitated..:. r a ri y Ly 
Stand 


Never Duplicated 7350 FORSYTH 
ST. LOUIS 5, MO. ke 


| 
Co. | 


For More Information Circle No. 434 
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CUSTOM BUILT BY MEN WHO KNOW 


(4, 


Prove it to yourself. Write 
with the graciously styled 
Olympia to know what 
fine typing really can 
mean. Judge and test its 
smooth action and quiet 
operation. Check its 
sturdy, rugged construc- 
tion, and compare its 
smart design. 


J | 


See your Olympia deal- 
er, who makes his cus- 
tomers his friends 
through his sales of this 
outstanding machine. 

It makes uncommonly 
good sense to buy and 
use this finest of all type- 
writers. 


INTER-CONTINENTAL TRADING CORP. 


90 WEST STREET + NEW YORK 6 + N. ¥. + CORTLANDT 7-0381 


Bic. 


For More Information Circle No. 406 


<—For More Information Circle No. 163 





is the NEW 
low cost 
LEDGER TRAY 
SAFE 


crt PROVIDE POINT-OF-USE 
FIRE PROTECTION FOR VITAL RECORDS 


New standards in efficiency and economy for posting ledg- 
ers by machine or hand are provided by low-cost YORK 
Ledger Tray Safes. Regardless of record sizes, ideal 
working height is always maintained. Easily made ad- 
justments quickly adapt units to size and weight of ledg- 
ers. Present trays can often be used. 


YORK mobile Ledger Tray Safes will provide on-the- 
spot fire protection for ledger records . . . improve post- 
YORK SAFE & LOCK ing efficiency . . . reduce costs. For complete information, 
910 Mulberry Rd., S. E. write today. 
Canton 2, Ohio 


N-352-DI 


oF py! a” - 
= ‘ ‘ SB y | eer. 
j = } 


i | 
— 
Ql - : Underwriters’ 


Mobile Tray flexibility. Maximum Laboratories’ 
and easy to use. working height. capacity. l-hour fire label. 














For More Information Circle No. 249 
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PARTITION -ettes* 
and OFFICE-ettesii 


modular packaged offices 
inboth STEEL and WOOD 


Write for colorful brochure entitled ‘‘A New Woy of Life in the Office’ 





For More Information Circle No. 186 
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Why a second address 


for your business 
should be FRIDEN Street 


r. #1 
Por 


Friden Street’s where 
business grows— because 


businessmen know where they ve 


been and where they're going. It’s a street 
to figure on—a profit street. It runs through 
every community all over America. Here you find 
hardware stores, paper mills, wholesale druggists, canneries, grocers, 
air lines, contractors—all making figures tell what’s what with the 
Friden Calculator. This is not an ordinary calculator... It is 
The Thinking Machine of American Business. 
Without operator decisions ...simply by figure-thinking for you... 
the fully automatic Friden performs 
more steps in figure-work than any other 
calculating machine ever developed! 


You can control your business to produce 
more profit when you move to Friden Street 
...when you use the Friden Calculator 
to get figure facts automatically. 


You can do payroll, figure and check 
invoices, take inventory, make percentage 


comparisons on sales, costs, turnover —all e 
in a fraction of the ordinary time. 
It costs far less than human time to qT] ¥ | | 
figure with a Friden. And you can own this 
machine for only pin money per month. 
Operation is so simple anyone can use it. THE AUTOMATIC CALCULATOR 
Call in your nearby Friden Man! THE COMPUTYPER - THE ADD-PUNCH MACHINE 
THE NATURAL WAY ADDING MACHINE 


Friden sales, instruction, service throughout U.S. and the world. Copyright Friden Calculating Machine Co., Inc., San Leandro, California 


For More Information Circle No. 177 
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PATENTED 
EFFICIENCY 
in the 


Use of 
CARBON 


. Automatic 
Alignment. 


. Automatic 
Rotation of 
sheets for 
longer wear. 


. Automatic 
Warning of 
last typing 
lines. 





. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 


BRANCHES IN ALL LARGE CITIES IN THE U.S. A. 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 


For More Information Circle No. 235 
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ncing REVOLUTIONARY 


AM” INKLESS 
MIMEOGRAPHING 


ON ANY STANDARD MACHINE 


AMAZING 


DIAGRAPHY. 


STENCIL DUPLICATING 
COMPOUND 


lotion 


MAKES MIMEOGRAPHING THE “te 8lag, 
WORLD’S CLEANEST DUPLICATING PROCESS! ear ° Nandies like 
ee duplicating ink 

DIAGRAPHY does away with all the mess of old-fashioned, 
oily, sticky black ink! Like magic this marvelous, smooth 

ae vx ' Won't stain hands, nails, or 
creamy liquid ... pastel green... yet colorless as a hand dati =< elias. wat th 
lotion, prints sharp, clean BLACK copies. Drip-proof can soop and water 
further enhances cleanliness. 


SEE DIAGRAPHY DEMONSTRATED AT THE CONVENTION! 





Prints BLACK, like magic 


Won't offset, blur or fade 


Works without change to your 
duplicating equipment 


FEATURING COMPLETELY AUTOMATIC _ 
“POWER-TOUCH” 


Pa 
am . 
uw SO oye 
Model 6-A Model FH-5 bs » ee $1595° 
Plus F.E.T, 


wer PRINT-O-MATIC FOLD-O-MATIC 


Model 6-A Electric Mimeograph Stencil Model FH-5 Desk Model 
DUPLICATOR ELECTRIC 
FOLDING MACHINE 
Interna] semi-automatic inking 
Automatic roller release New, lower price! Ball 
bronze bearing throughout 
N 


bearings anc 
From post ah to legal size 
New added feature! Variable speed control 

ym 20 to 120 copies per minut No gears. Larger Universal r 


ew feed mechanisr 


New paper stacking device 


xcITIN NG ATEO 
- Te APY” DEM ONst® 
Di 
OF ROOM 630-4 


6? Mo! . 3 . = 
bane PRINT-O-MATIC Co., INC. 
CONRAD Wi 724 W. WASHINGTON BLVD. © CHICAGO 6, ILLINOIS 

For More Information Circle No. 207 
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John R. Moynihan leaving for Ramstein, Ger- Beat the Clock, CBS-TV stunt show, used a 
many, to service the Monrobot VI electronic Ditto Duplicator on a recent program, Par- 
computer made by Monroe Calculating Ma-_ ticipant won $100 by knocking down paper 
chine Co. for the U. S. Air Force which will cups with papers delivered from the 
use computer for aerial survey problems. duplicator. 


David Schwartz, 
chairman of _ the 
board, Jonathan 
Logan, Inc., New 
York, women's ap- 
parel manufacturer 
which uses a Rem- 
ington Rand tabu- 
lating system to 
control orders 
through production 
and billing. System 
eliminates writing 
manufacturing _ tick- 
ets and shows buy- 
ing trends. General- 
ly only 80% of or- 
ders prove best sell- 
ers nationally. Buy- 
ers who ‘‘guess 
wrong’ can be so 
advised before gar- 
ments are made. 


Tue Orrice—September, 1956 





Hotel Into Office Building 


The Pennsylvania Lumbermen's Mutual Insurance Building in 
Philadelphia is a complete reconstruction of the Ritz-Carlton 
Hotel. The new building, which is five stories higher than 
the former hotel, has approximately 216,000 sq. ft. of office 
space. PLM occupies three floors, the remainder of the 17 
floors are rented. The $5-million reconstruction job was 
cheaper than building a new structure with similar floor- 
space because of present city zoning laws. Space was 
gained by flooring over two interior light courts, inserting 
two intermediate floors and adding four floors to the top 
of the structure. 


(‘<\. 


PLM's general office in their new building has 30''-wide Steelcase desks in desert sage with 
Textolite tops. Building columns are painted in a variety of colors. Other equipment includes 
Stow & Davis furniture, Gunlocke chairs and Vogel-Peterson clothes lockers. 
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Leonard Hall, chair- 
man of the Republi- 
can National Com- 
mittee, holds hand 
control unit which 
regulates the speed 
of the Underwood 
TelExecutive, _ port- 
able speech prompt- 
er. Looking on are 
N. D. MacLeod 
(left), Underwood's 
national district 
manager in Wash- 
ington, and W. G. 
Zaenglein, executive 
vice president. Tel- 
Executive advises 
Mr. Hall to ‘Stick 
with lke." 


Paul M. Butler, chairman 
of the Democratic Na- 
tional Committee, threw 
his support behind the 
non-partisan "Register, 
Inform Yourself and 
Vote" drive in a recent 
Washington address. Mr. 
Butler (right) is shown 
here with Underwood 
Corp. executive vice pres- 
ident W. G. Zaenglein 
examining the Underwood 
TelExecutive portable 
speech prompter used in 
Mr. Butler's talk. 
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SEITE etait ee ay 


The Union Bank & 
frust Co., Ottumwa, 
lowa, showing chairs 
made by Milwaukee 
Chair Co. and _ in- 
stalled by  Hall- 
Ekfelt Furniture Co. 


New York Savings 
Bank has saved one- 
third in filing equip- 
ment space and 
tripled filing capac- 
ity with a Wassell 
Corres-File and Desk 
Rotor File installa- 
tion in its insurance 
department. Corres- 
File holds 50 draw- 
ers of correspond- 
ence and _ policies. 
Desk Rotor File 
holds 40,000 cards: 
3 x 5 for reference 
and 8 x 5 for pre- 
mium and _ policy 
loans. One seated 
clerk can operate 
either file 


Those attending the 
International Sys- 
tems Meeting of 
Systems & Proce- 
dures Assn. of Amer- 
ica in Philadelphia, 
Oct. 22-24, will see 
the operation of an 
IBM 702 computer 
in the Naval Avia- 
tion Supply Office 
via closed circuit 
TV. Navy's system 
controls 450,000 dif- 
ferent supply items. 
For conference reg- 
istration data, Circle 


No. 173. 








Office of Hod 
Sanders, president, 
Clover Club Potato 
Chip Co., Salt Lake 
City, designed by 
Ann 8B. Scott of 
Pembroke's, Execu- 
tive Furniture Guild 
dealer. Dark walnut 
furniture, by Stow & 
Davis, has hand- 
rubbed oil _ finish. 





Completely sound- 
proofed and air 
conditioned book- 
keeping department 
of Commercial State 
Bank & Trust Co. of 
N. Y. where officials 
report decrease in 
absenteeism and per- 
sonnel turnover. 
Some 35 Monroe 
bookkeeping ma- 
chines are used to 
post daily accounts. 





Damaso P. Perez 
(left), founder of 
the Republic Sav- 
ings Bank which has 
36 branches in the 
Philippines, inspects 
one of the I5 new 
vault doors made 
for the bank by 
Diebold-York, —_Inc., 
Canton. Ohio. The 
bank plans to open 
50 new branches this 
year, all with Lie 
bold-York protection 
equipment. 





— 


Modernized general office of Lyons Metal Products, Inc., Aurora, Ill. Constructed in 1925, the 
difference between the old and new offices is evident in the photos on the opposite page. 
Former high partitions and lighting had prevented utilizing the best layout of office furniture. 


Lyons Modernizes Its 30-Year-Old Offices 


This view of Lyons 
Metal Products’ new 
offices shows the low 
movable partitions 
which allow better 
ventilation, more 
uniform. overall 
lighting and layout 
flexibility. 


THe Orrice—September, 1956 





7a) 
o 
@o 
° 
ao] 
v 
° 
“ 
+> 
oO 
Tv 
ie?) 
ve} 
oO 


THe Orrice—September, 1956 











Mobile Offices 
In Africa 


Offices and living quarters for 32 men in 19 

trailers comprise the Mobile Home Park of 

Sinclair Oil Co. and International Drilling Co. 

in Italian Somaliland, Africa. Layout of the 
area is shown in the sketch below. 


One of the Meilink Model 6, Class C, safes, 

sold by Finger Office Furniture Co., Houston, 

for use in the trailers to protect records and 
valuables. 











(tennant 


~ 


here’s a ledger paper that won't slip 


. because it has a toothier surface 


The new Neenah Machine Posting Ledger has a wove finish that prevents 


it from slipping in the machine. 


The toothy surface is easy on the eyes as it is non-reflective. It takes 
typing and carboning readily . . . has long cotton fibers for extra strength 
and rigidity . . . is especially cut so the grain runs up and down opposite 


to the axis of the machine. 


If you post your ledgers by machine, be sure to ask your printer 


for samples of this modern ledger paper by Neenah. 


neenah 
paper 
company 


Please send me the free : 
booklet, ‘‘Neenah Ma- 
chine Posting Ledger’’ 
neenah, <— - containing information 
wisconsin. and samples. 


Signature : i 54 :) 


) 
vA Y ° 
CHG, 7 ; Attach this coupon to your business letterhead and mail to 
: A ° 


FAME BUSINESS PAPERS (\ neenah paper company, neenah, wis. 


AAAANAAAU ANG UTTTTA ALATA TT CAA 


For More Information Circle No. 248 
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Orders are pouring in... 
for this new, fast-drying 


HERE’S AN ENTIRELY NEW CONCEPT in duplicating ink that dries so 
fast, sets so hard, it works like a charm on both bond and offset paper. 





No slip-sheeting necessary —something never before accomplished 
It took five years to perfect 
Because of its unique quick-drying qualities, JETDRY ‘‘7900” is a 
great time and money saver. It produces more copies per pound of ink, 
per stencil and per hour of operation. No paper is wasted in prepara- 
tion —even the first copies through a new run are usable 
The copies produced with Tempo JETDRY have all the quality of 
fine printing —legible, sharp, permanent. No washing of stencil needed 
Write for —stencil is self-cleaning when used with this ink by simply 
literature placing it between papers or in a file folder. 
With JETDRY, the duplicator can be stopped in the 


and prices 
middle of a run —then hours later, the run resumed without 


TODAY 


delay because JETDRY is ready to go 


MILO HARDING COMPANY 


Established 1904 


Manufacturer of the most complete line of stencil duplicating machines and supplies 
500 South Monterey Pass Road, Monterey Park (Los Angeles County) Calif 
San Francisco * Pittsburgh « Cleveland * Dallas 


For More Information Circle No. 192 
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Sutlbavd nectilerss 


There is nothing faster* and quieter 
than the new ADDO-X 10 key 

adding machines with STEP-O-MATIC 
MULTIPLIER LEVER. ADDO-X's 
lightness and shortness of key action 
minimizes finger travel and saves 
operator's energy. Precision manufacture 
reduces operational noise to a 

whisper. Write for literature? today. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET. NEW YORK 19.N Y 
WEST COAST BRANCH 
} - 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD At 175 r.p.m 


LOS ANGELES, CALIFORNIA, TEL.: DUNKIRK 5-2247 + Also on our NEW two 
register machine 


For further details mail this advertisement with your letterhead 


For More Information Circle No. 215 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 

















MONT 


21 WEST STREET, NEW YORK 6, N. Y. 











TELEPHONE HANOVER 2-5425 | | 











nformation Circle No. 217 
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“trigger touch” electric stapling 
saves time, effort, money! 


Bates Stapler “shoots” 5000 staples at one loading...ELECTRICALLY! 


Eliminates tiring manual work, e@ Fastens up to 20 sheets 
speeds up jobs... 


quickly pays for itself © Stands up for years, 


proved in actual hard use 


Acts at touch of paper 
— e Compact, quiet, only 27 Ibs. 


“Shoots” rustless brass staples 
rifle fast 

Made with both single e 110-120 AC motor drive, 

and double stapler heads 60 cycles, hair trigger switch 


e Rubber toes protect desks 


clip coupon for Tine BATES MANUFACTURING CO. 


> 30 Vesey Street, New York 7, N.Y. 
H H Dear Sirs: | would like more information 
full information on the BATES ELECTRIC STAPLER. 





Name____ 
the BATES | Position 
manufacturing co. | company 
30 Vesey Street, New York 7 Address___—_ 


Makers of Bates Numbering Machines, Staplers, | es i 
Eyeleters, List Finders, Stamp Pads, Perforators, etc. Li 
For More Information Circle No. 216 
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DUPLICATING FLUID 


SUPPLIERS TO DUPLICATING SPECI EVERYWHERE 


ROSE RIBBON AND 
CARBON MFG. CO., INC 








For More Information Circle No. 188 
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September, 1956 





Only Office Valet Units provide an efficient, com- 
pletely flexible space-saving and sanitary system 
of storing employee “wraps.” They will double 
lockerroom capacity, and can be fitted into any 
available space near point of work. They keep 
wraps out in the open, spaced apart, aired, dry 
and “in press.” 

Office Valets accommodate 3 persons per sq. ft. 
of floor space. They are functional and modern 
in design, are beautiful in new baked enamel fin- 
ishes and are built for lifetime service of strongly 
welded and reinforced heavy gauge furniture 





we 


3U-4 Office Valet Rack. 4‘3"’ 
long — capacity twelve coats 
and hats, overshoes and um- 
brellas. 3U Valets available 
in any length 3‘3'' and longer 
by the foot: 


$-6 Office Valet Costumer. Six 
spaced hangers —six individ- 
val hat spaces—and umbrella 
rack. Ideal for private offices 
and reception rooms. 


No. 342 Valet Wall 

Rack mounts directly on any 
availoble wall space. 3, 4, and 
5 ft. units interlock to make con- 
tinuous racks of any length. 


2U-4. This attractive 4-ft. 
double-faced unit 
accommodates 24 people. 














iY Te 








Hats rest on high 
embossed ribs in 
spaces _ individual- 
ized by even higher 
cross ribs. Shelves 
slotted to permit 
drying and prevent 
dust accumulation. 


Shelf bracket has 
new wide box de- 
sign and receives 
shelves from either 
right or left sides. 
Shelves snap-lock 
rigidly into posi- 
tion to make racks 
of any length. 


Manufactured only by 


The forward edges 
of shelves are 
smooth wide 
closed face chan- 
nels. Forward ends 
of bracket arms 
provide slightly 
Over-lapping ra- 
dius facing. Valet 
equipment always 
has a custom made 
appearance. 





Add-on feature as- 
sures not only 
maximum effi- 
ciency today but 
for future expan- 
sion or alteration 
as well. Exactly 
matching 3’, 4’ and 
5’ sections assure 
perfect fit in all 
Situations. 


Sold ~ 4 
e 


VOGEL-P ETERSON Co. 1121 West 37t em 


Write for 
Bulletin OV-10 


office equipment 
rs everywhere 


h Street @ Chicago 9, Illinois 


For More Information Circle No. 224 
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Here’s the Duplicator that 
out-performs 
them all! 














Aho wwuFA 
eey = 


sp50 = 


\ gles 2 


...a really major improvement 
in liquid duplicators .... 


Now for the first time with Margi-Set, you have a liquid 

duplicator with a position control that raises or lowers the 

copy from a small fraction of a line to a full seven lines— 

“LIFT-OUT” Rollers... another Copy-rite makes even hair-line registration easy—incorporates a visible 

ete cae Sa indicator which shows the “setting” at all times shows how 

oll rollers, with your fingers! No tools or much the copy may be raised or lowered from its present 
gadgets of ony kind required! position—can be changed even while the machine is operating- 

worst” nile operates at the touch of a finger but which “locks” in place 


Copy we of automatically. 
Dur 


Here’s a machine you’ve got to see, got to 
operate, to really appreciate what has been ac- 
complished. Now, more than ever, Copy-rite 
is your best bet—in simplicity, in design, in 
value! Write on your letterhead . . . TODAY! 


Zi//p) fi j i I 


Models shown are priced from $188.50 
WOLBER obupticator & suppty co. a eee ee 
1217 CORTLAND STREET « CHICAGO 14, ILLINOIS ae AN prices plus tox F.0.8 


For More Information Circle No. 250 
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ww, 
| () T \ 4 


adding listing 
machine 





capacities up to 
12 listing 
13 totaling 


a Un 


NUMERIA mea 


capacities 
up to 10 x 11 x 21 


LAGOMARSINO- FAI 
Viale Umbria 36 
Milano (Italy) 


HAND MODELS ALSO AVAILABLE 


For More Information Circle No. 190 
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ALL CLEAR AHEAD 


Out of the Mittag & Volger laboratory, 

a flow of quality-controlled carbons and 
ribbons, each a guarantee of all-clear-ahead, 
no matter what your job. * SILK SPUN, 

M & M, TAGGER, and PLENTY COPY — matchless 
carbons and their matching ribbons — 
inspired by 75 years of understanding of 
the purpose for which they were made. 

e Why not let your stationer clear up 

your “copy” complaints with M & V’s 
all-clear-ahead carbons and ribbons — give 
him a call, or drop a note to: 


MITTAG & VOLGER, INC. 
Park Ridge, N. J. 


Telephone: PArk Ridge 6 - 0001 


For More Information Circle No. 274 
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see for yourself why TRANSCOPY® 
is the only sure way to photocopy 


Aicelitiac)oymm-y coltib7-MelehZeliliele[-tMelc-Me(-lols-le Mi oMt-1-1mZel'] ary oo 
cial copying requirements. Only Transcopy gives you the copies 
you want when you want them most and the way you want them. 


Twelve Transcopy models — up to 27” throat. 
Widest selection of pre-cut positive and nega- 
tive papers. 
Copies everything — printed or typed sheets, 
sketches, drawings or charts, colored or black 
on white, one or two sides — all colors or inks 
- stamps, pen and pencilings ...and copies 
them on white or any of five colored papers — 
even card stock. 
Easy to install — no darkroom or special plumb- 
ing or wiring—can be used under direct lighting, 
even under fluorescent lights. 

@ Multicopies can be made from a single negative. 


e@ National service and supply facilities in all 
major cities. 


























Reemington. Frand. 
DIVISION OF SPERRY RAND CORPORATION 


Room 1931, 315 Fourth Avenue, New York 10, New York. 


! would like to see a FREE demonstration of Transcopy. 


These exclusive advan- 
tages give you more 
for your money when 
you photocopy the 
Transcopy way. See for 
yourself in your office 
or in ours. Request a 
FREE demonstration. 





CITY 


4 


For More Information Circle 


+. 
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UPPOSE that 
ret into a dispute which they cannot 
The argu- 
ment begins to create friction in your de 
and affect the eliciency ot 

Such disputes may 
r things connected with the job, or be 


two of your workers 


le between themselves. 


partme nt 
you! arise 


DV pe rsonality clashes, or start 


ver matters not connected with the job 


Whatever the 


matter ol 


result Is a 
concern to vou. If it 


cause, the 
: con 
tinues, vou will have to get the dispu- 
talk the thing out 
them together in some 
where you’ can all sit 
down. Unless absolutely necessary, don’t 

after the 
still in an 


and 
Get 


tants together 


with them. 
private olhece 


vet them together too soon 
eument, while they are 
mood. If 


you can, give them a 
off.” 

O the conversation by AaSSUTINg 
them that vou are not trying to interfere 
in their personal affairs, but that their 
is affecting the operation of your 


to ‘eQol 


dispute 
department, and that you cannot allow 
a condition to continue. Then en 
ach of them to state his side of 


sucl 


courace ¢ 
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Settling 
Disputes 
Between 

Employees 


B. W. ELSOM 


Director of Employee Services, 
Boston Store, Milwaukee 


the argument. Don’t let the other per- 
son interrupt. Give each person a chance 
to state his entire case. 

Many disputes of this kind ean be set 
tled merely by listening. The very fact 
that vou give each person a sympathetic 
hearing serves as an emotional safety 
valve and makes them both more ready 
to listen to a 
the difficulty. 

It is the department manager’s duty to 
iron out friction which arises over things 
connected with the job, because he has 


reasonable settlement of 


the direct responsibility for job assign 
ments. His relation to friction 
things not connected with the 
somewhat different. He would be 
not to enter into discussions about such 
matters. He has a right to demand, 
however, that such disputes be laid aside 
until after working hours. As to 
sonality clashes, the executive should 
make it clear that he cannot allow such 
clashes to interfere with the operation 
ot the department. He may help by 
trying to bring about a closer under 
standing between the two people. 


over 
job is 
wise 


per- 





STANDARDS FOR CLEANING OFFICE BUILDINGS 





408 OfscR! PTicg 


PERPOUN AB CE 


tqui PwaaT 


Wal irviaé 
Facrors 


wenn on 
mam «(AT 


BORmAL 
FRtQutacY 
is 
wore bars 





Floor Scrubb 
with Polish: 
Machine 


Place cleaning agent 
on floor and agitate 
with machine. Pick 

up dirty solution 

and rinse. (Floor 
Swept by zone cleaner.) 


(a) Floor scrub- 
bing machine 

(>) 2-compartment 
mop tank and 
wringer 

(c) Dust pan and 
brush 


(d) Three mops 

(e) Rags and 
steel woo) 

(f) Cleaning 
agent 

(g) Hair sweep 

(h) Electric 
water pick-up 
in lieu of mop 
(optional) 


15’ divided 
wt. (rotary) 
polishing 
machine 


15’’ con- 
centrated 
wt. (rotary) 
polishing 
machine 


20,000 
sq. ft. 


Main 
floor 
corridors 
daily. 


Second- 
ary floor 
corridorg 
every 
5 days. 


Other 
space 

as 
required. 





Ploor Scrubb 
with Power 
Scrubbing 
Machine 


Machine applies clean- 
ing agent to floor, 
agitates it with 
revolving brushes and 
picks up dirty solution 
with vacuum device, 
rinsing optional. 
(Floor swept by zone 
cleaner.) 


£ 


(a) Power scrub- 
bing machine 

(0) 2-compartment 
mop tank and 
wringer 

(c) Dust pan and 
brush 

(d) Two mops 

(e) Rags and 
steel wool 

(f) Cleaning 
agent 

(g) Hair sweep 

(h) Hand squeegee 

({) Gum scraper 

(j) Garden hose 
(5’ length) 

(k) Measuring cup 


Machine 
covers strip 
26” wide 


Main 
floor 
corridora 
daily. 


Second- 
ary floor 
corridors 
every 
5 days. 











Sweep and then place 
cleaning solution on 
floor and work with 
mop. Pick up dirty 
solution and rinse as 
required with mop. 





(a) 2-compartment 
mop tank and 
wringer 

(b) Two mops 

(c) Cleaning 
agent 

(d) Gum scraper 

(e) Hair sweep 











Main 
floor 
corridors 
daily. 
Second- 
ary floor 
corridor 
every 

5 days. 
Other 
space 

as 
required. 








The standards appearing above, and on the pages following, were established by the General 

Services Administration as a guide to determining staffing and equipment requirements in office 

buildings operated by GSA. They are based on the experience of the Public Buildings Service 

in Washington, D, C., and other cities. To apply the standards to a particular building, the 

entire workload is figured (square feet of floors, number cf windows, etc.) and the number of 
mandays is then divided into day and night forces. 
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Office Cleaning and Maintenance 


SIDNEY FELDMAN 


LEANING and 


or a hired firm. 


rubbish and wastebaskets 


their rent. 


maintenance 

ations usually are managed accord- 

ing to the size of an establishment, 
either by a company’s own employees, 
Offices in multiple- 
tenant buildings generally have services 
such as cleaning floors and emptying 
included 
Some firms, however, engage 


oper- 


ing and 
Consolidat 
than 300 


company’s 


ed 


skyseraper 


New 


building 


and maintain 


additional help to take care of waxing 
and other tasks. 

There are many ways to have a clean- 
maintenance job 
Edison Co. of 
for instance, has its own crew of 
commercial 
in ployees who operate 


performed. 
York, 


more 


em- 
the 


Of these work 





PERFOm ace 


CQUIPHERT 


WaLirviae 
Factors 


PROCUCTION 
a 
wan «(DAT 





Mop or scrub, apply 
new wax, polish. 
(Floor swept by zone 
cleaner.) 


(a) Dust pan and 
brush 

(b) Floor polishin; 
machine 

(c) 2-compartmentj 
mop tank and 
wringer 

(d) Three mops 

(e) Cleaning agent 

(f) Gum scraper 

(g) Rags and steel 
wool 

(h) Mopping unit 
for wax 

(i) Wax, spirit or 
water emulsion} 


15’’ divided 
wt. (rotary) 
polishing 
machine 


15’? concen- 
trated wt. 
(rotary) 
polishing 
machine 


16’’ cylin- 
drical drum 
polishing 
machine 


5,000 sq. 
ft. open 
area 
3,000 sq. 
ft. office 
area 
8,000 sq. 
ft. open 
area 
3,500 sq. 
ft. office 
area 
5,000 sq. 
ft. open 
area 





Polish the floor to 
remove traffic marks 
without applying 
additional wax. 
(Floor swept by zone 
cleaner.) 











(a) Polishing 
machine 

(b) Steel wool 
(hand pad) 





15’ divided 
wt. (rotary) 


polishing 
machine 


15’’ concen- 
trated wt. 
(rotary) 
polishing 
machine 


16” cylin- 
drical drum 
polishing 
machine 





40,000 

Sq. ft. 
open area 
30,000 

sq. ft. 
office area 
40,000 

sq. ft. 
open area 
30,000 

sq. ft. 
office area 
40,000 

sq. ft. 
open area 
30,000 

sq. ft. 
office area 








Tue Orrice—September, 1956 











BORmAL 
FREQUENCY 
is 


woRE oars 


w aL PROCUCTION 
408 O€scRiP ALI ae PER 
ScRiPTion PERFORMANCE EQUIPHERT FACTO wan bat 





Floor Pick up loose paper (a) 24”’ hair I n space : Daily 
Sweeping nd trash, sweep, clean | (b) Dust pan 
abatnee booths and 
just surfaces that can 
be reached while 
standing on the floor. 
(Usually z assigned t 
zone cleaner.) 
Vacuum rugs with Vacuum machin 
Domestic, Portable or | vacuum hose and 
Central vacuum tools ca central 
ines 





Seow. dust and scrub 
floor to 
floor) 
deck brushes Scrut 20 flights 
d) Rags (floor to 
(e) Cleaning agent floor) 
(f) Gum scraper 
none lights, trans- F 10,000 
, Pipes, high files ckets gross sq. 
i du St venetian ft. floor 
linds and other ob- (d) dia area 
jects high enough to 
require the ladder and | (e) aa 
1igh for zone cleaner 
to reach while | (f) Cleaning 
n the floor. agent 


and 
n 


























ers, more than 150 work far into the coverage of a contractor’s employees by 
night to transform its main building and workmen’s compensation insurance, pub 
32 others into spie and span condition lie liability insurar and fidelity bond 
for the next day’s business. 

Lever Brothers’ glass office building Manufacturers of rtain equipment 
on New York’s Park Avenue preters to ffex spec ial maintenance service to pul 
use an outside cleaning firm. For mor chasers of their products. Typieal of 
than 20 years the Handi-Man Co. of — such firms, for example, are the elevator 
New York has loosed its foree of por- compan! ' ich hs a stall of service 
ters, charwomen and foremen (around representath ’ Elevator Co. as 
1,200) to keep Manhattan’s skyscrapers sumes ful nsibility for the first 
scrubbed and polished. This cleaning three months for newly sold equipment 
firm is hired by eontract. Thereat ’ *s up to a service represen 

A number of cleaning and maint tative convince purchasers of such 
nance firms specialize in cleaning rugs, elevator equipment to subscribe to reg 
maintaining typewriters and a host of ular maintenance service. 
other services. Engaging one of thes While an entire lighting system may 
firms entails the usual check on refer- be rented, offices usually install their 
ences, recommendations by other firms, own electrical fixtures but sometimes en 


and more specifie qualifications such as gage a lighting maintenance company 
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408 DESCRIPTION 


PERFOMANCE 


CWiPrenT 


QWALIFYieG 
Factors 


PRODUCTI ON 
PER 
wan DAY 


BOmmAL 
FREQUENCY 


‘ 
woek oars 





Toilets, 
Cleaning and 
Servicing 


Empty waste containers, 
fill soap dispensers, 
towel and toilet paper 
holders. Clean fixtures, 
sweep floors and mop or 
scrub as required. 


Mopping unit 
12 qt. bucket 
Mop 

Radiator brush 
Hair sweep 
Toilet brush 
Scrub brush 


Polish 
Toilet supplies 


80 fixtures 
(Wash 
basins, 
Water 
closets, 
Urinals) 


Clean 
daily. 


Service 
as re- 
quired. 





Cleaned by zone 


cleaner, serviced when 


necessary 


Daily. 





Lobby and 
Corridor 
Policing 
(Include: 
adjacent 


Stairs) 


Sweep up scraps of 
paper and cigarette 
butts. Mop wet spots, 
keep jardinieres pre- 
sentable. 


(a) Long handled 
dust pan 

(b) Long handled 
dust brush 

(c) Cloths 


Main 
corridor 


Secondary 
corridor 


300,000 
sq. ft. of 
corridor 
area 
300,000 
sq. ft. of 
corridor 
area 


4 times 
daily. 


Daily. 





Sweep, mop, dust, 
polish metal and 
clean glass. 


Gum scraper 


Metal polish 


Main 
(Large) 


Secondary 


16 


32 








Entrance 
Cleaning 
(Outside) 





Sweep, police, clean 
glass and push plates. 
(Snow and sleet are 
removed by special 
work crews detailed 
from regular cleaning 
force.) 





Metal polish 


Chewing gum 
scraper 


Main 


Secondary 

















which has trained crews and equipment 
needed to offer full lighting mainte- 
nanee. There are three general types of 
service available: (1) complete service 
call, often on a material-and-labor 
basis. Most work is handled this 
way, with standard prices for particular 
items such as replacing a component; 
and washing fixtures. (2) Service for 
either a specific number of cleanings, or 
a full maintenance service which ineludes 
furnishing all materials and labor at 
regular intervals. Some plans have the 
customer make a few interim replace- 
ments, or have replacements made only 


on 


cost 
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during cleaning. (3) Customers pay 
only for certain services, including those 
they feel are best done by an outside 
specialist. 

Experts in the cleaning field point out 
that it’s best to keep up with the run-of- 
the-mill daily and weekly cleaning. They 
find this is a simpler, quicker, more 
efficient way of operating, than gearing 
up to the more expensive all-out spring 
cleaning or fall cleaning. Good cleaning 
jobs can be done regularly, an office or 
a floor at a time, rather than at one fell 
swoop by a large crew. This more order- 
ly type of cleaning can be done by 


69 








408 OfScei PTI ON 


PERFORMABCE 


QUI PHERT 


QALIFYI8G 
Facvors 


PRODUCTION 
Pee 
wan DAY 





Paper and 
Trash 
Collection 


Paper is bagged or 
boxed by zone cleaners 
and placed in corridors 
for the trash man to 
collect and take to trash 
room. 


(a) Twine for 
bags 

(b) 4-wheel 
push truck 
for bagged 

per 

(c) 4-wheel 
box push 
truck for 
collecting 
loose paper 


600,000 
sq. ft. 
gross 
area 





Feed loose paper into 
machine, operate 
machine, tie bale and 
place in trash room. 


(a) Baling 
machine 
(>) Baling wire 
(c) Stevedore 
truck 


About 500 
lbs. each 
bale 


20 bales 





Window 
Washing 








Windows washed inside 
and outside. 





(a) Safety belt 
(when needed) 

(b) Counter brush 

(c) Sponge or 
cloth 

(a) Chamois 

(e) Scraper 

(f) Sill pad 

(g) Cleaning 
agent 

(h) Bucket 

(1) Squeegee 

(j) Step ladder 





Double hung 
2-pane 4’x 7’ 
Double hung 
4-pane 4’x6 
Double hung 
8-pane 
3.5’ x 5.5’ 
Double hung 
12-pane 
2.5’ x 6.7’ 
Double hung 
16-pane 
4’x6’ 
Industrial 
20-pane 
4’x7’ 
Austral 
Casement 
6-pane 
6’x 7’ 








smaller work crews. 
minimizes disruption of office work. 


Such cleaning 


able to 


also 


inspection. 
which 


items 


utilize a 


This 


need 


cheek list 
review 








otten 
immediate correction 


If a company decides to have its own 
cleaning and maintenance staff, it should 
consider: additional! workers on the pay- 
roll and possibly the purchase of uni- 
forms; storage area tor cleaning equip- 
ment and supplies; paperwork, inelud- 
ing insurance for cleaning personnel, 
records of supplies, equipment and work. 
Operating a do-it-yourself cleaning and 
maintenance department boils down to 
running a small business within a busi- 
ness. 

Whether a company has its own clean- 
ing and maintenance crew or hires a 
contractor to do such work, it is advis- 


70 


and prevents costly repairs. 

Cleaning and 
falls into two the 
and exterior of a building, and the 
furnishings and equipment. Generally, 
the furnishings and equipment are 
maintained by outside contractors which 
often may be the manufacturers or dis- 
tributors of the particular products. At 
this point interest is centered on the in- 
terior and exterior maintenance of the 
office structure. Examining the interiors 
of structures means a ceiling-to-floor 
survey: 


mainly 
interior 


maintenance 


categories: 
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408 DESCRIPTION PERFORM ABCE 


CoulPweaT 


PROOUCTION 
map «AY 


QWaLirviae 
Facrors 





Elevator 
Cleaning 


Scrub, wax and buff 
floors, dust interior 
of car, polish brass. 


(a) Hand truck 

(b) Two mops 

(c) Radiator 
brush 

(d) 14’ hair 
sweep 

(e) Dust pan 
and brush 

(f) Dust and 
scrub cloths 

(g) Cleaning 
agent 

(h) Mopping unit 

(i) Short step 
ladder 

(j) Steel wool 

(k) Wax 

(1) Metal polish 

(m) Polishing 
machine 
(small) 


Passenger 25 
elevator 


Freight 
elevator 





Escalator 
Cleaning 


Sweep treads and 
risers, remove gum, 
wipe tread and 
risers and polish 
metal fittings. 


(e) 











(a) Bucket 
(b) Radiator 
brush 
(c) Dust pan 
(d) Wood gum 
scraper 


Rags 
(f) Metal polish 
(g) Wedge 


20 flights 
(floor to 
floor) 

















LIGHTING: Have a lighting expert 
make sure there is sufficient light to as- 
sure eomfortable working conditions. 
Observe dirt on lamps and fixtures which 
reduces effectiveness. Light output of 
lamps decreases as lamps are used. (A 
report by the General Services Adminis- 
tration showed fluorescent lghting illu- 
mination decreased by 30% in eight 
months. ) 

CEILINGS, WALLS: A sweep of the 
eye should detect cracks and blisters in 
painted ceilings; it may also discover 
deficiencies or breaks in acoustical tiles, 
air conditioning ducts, or other ceiling 
fixtures. Dirt on ceilings and walls cuts 
down the reflective power of light and 
causes loss of illumination. Walls should 
be noted for eracks, blisters, 
holes or other defects. 

Paint is a protective seal and bond. 
All surfaces and trim should be ex- 


streaks, 
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amined to see if plastering or painting 
are required. 

DOORS, DOOR CLOSURES: Test 
doors to determine whether they are 
working properly. Cracked or broken 
glass in doors should be replaced. Per- 
haps signs and lettering can be replaced 
or repainted if worn out. Examine locks 
and hinges. 

STAIRS, HALLWAYS: These 
should be examined, as noted above. 
Check on railings, treads, landings and 
lighting. 

SANITARY FACILITIES: Watch 
for leaks, breaks, cracks, defects, and 
stoppages. These facilities particularly 
ought to be noted for sanitation and 
safety. 

ADDITIONAL AREAS: All duet- 
work requires a going-over. In newer 
structures heating and ventilating are 
carried through a single system; in 
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JO8 OESCR PTI On 


PERFORMARCE 


PROCUCTION 
wan (DAY 


WORMAL 
FREQUENCY 


CQui PRERNT in 
WORK DATS 


QUALI FYIa@ 
FACTORS 





Venetian 
Blind Washing} 
(In Place) 


Ventian blind slats 
are washed in place. 
Tapes and cords are 
dry cleaned with 
stiff brush. 

Dusting is done by 
high cleaners and not 
considered part of 
the job. 


4’ wide 16 Every 


252 days 


) Radiator 
brush 
(e) Cleaning 
detergent 
(f) Dust pan 


Every 
252 days. 





Lawn 
Maintenance 


Mow lawns and sweep 
adjacent sidewalks. 


100,000 
Sq. ft. of 
grass area 
100,000 

sq. ft. of 
sidewalk 
area 


Grass 


cutting 

(in season). 
Sidewalk 
sweeping. 


(a) Mower 

(b) Clippers 

(c) Broom 

(d) Gum scraper 
(e) Rake 

(f) Edger 

(g) Baskets 





Garage and 
Driveway 
Cleaning 


Police, sweep and 
mop or scrub. 


(a) Broom 50,000 

(b) Hose net 

(c) Mops 

(d) Deck brush 

(e) Scrubbing 
machine 

(f) Mop tank 

(g) Scraper 





Jardiniere 
Cleaning 








(a) Shine funnel, 
clean exterior, rinse 
container and refill 
(liquid type). 

(ob) Remove soiled 
Sand, clean opening 
and exterior, replace 
soiled sand with fresh 
sand (sand type). 





(a) 52-gal. tank 
(1 side screened) 

(b) Bucket 

(c) Cuspidor brush 

(d) Cup (Sieve if 
sand is used) 

(e) Rubber gloves 

(f) Rags 

(g) Sand, if used 

(h) Disinfectant 

















there two 


may be 
separate systems to be examined. Cloak- 
I , 


older buildings 


rooms, cupboards, closets and other 
storage areas need a review, preferably 
after work hours or during inventory- 
taking when these places are more 
readily examinable. Technical personnel 
may be required to examine special 
types of construction such as audi- 
toriums, projection rooms, ete. 
FLOORS: Include all flooring areas. 
Floors require cleaning, sealing, and 


regular maintenance because of continu 
ous traffic, high replacement cost, and 
the need to assure safety. Any flaws in 
floors should be reported at once and re 
paired immediately. 

Building exteriors also require exam- 
inations, but often than interiors. 
People cause most wear on building in- 
teriors whereas the elements of nature 
wear away a building’s exterior. Build- 
ing maintenance contractors throughout 
the country have and other 


less 


engineers 
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408 DESCRIPTION 


PERFORM ABCE 


CQUIPHERT 


QUALI FYia6 
FacTors 


PROCUCTION 
Man DAY 


BOmmAL 
er 
woRk bars 





Utility Work 


General duties, truck 
helper, move light 
pieces of furniture, 
etc. 


1,000,000 
gross 
sq. ft. 


Daily. 





Extermination 
(Insect and 
Rodent Control) 


Paint and/or spray in- 
fected areas with in- 
secticides--Bait for 
rodents. 


(a) Spray machine 
(b) Rubber gloves 
(c) Insecticides 
(d) Baits 

(e) Paint brush 


16,000 
gross 
sq. ft. 





Zone 
Cleaning 


Sweep corridors, 
empty ash trays, 
empty waste baskets, 
sweep or vacuum 
offices, mop floors 
and dust all rooms 
and corridor space 
within reach while 
Standing on the floor, 
clean wash basins and 
private toilets. Clean 
phone booths and 
drinking fountains in 
assigned zone. 


(a) Mops 
(treatment 
optional) 

(b) Cloths 

(c) Dust pan and 
brush 

(d) Radiator 
brush 

(e) Cleaning 
agent 

(f) Toilet brush 

(g) Hair sweep 

(h) Corn broom 

(i) Vacuum 
machine 

(j) Container 


File space 


Up to 
50,000 
net 

sq. ft. 
floor 
space. 
Up to 
100,000 
net 

Sq. ft. 
floor 
space. 
14,000 
net 

Sq. ft. 


Depends 


on type 
of 


storage. 


Daily. 











for collect- 
ing cigarette 
butts and 
ashes 


(Plus ad- 
jeining 
corridor 
area.) 

















personnel who handle problems in ex- 
terior maintenance, protection, decora- 
tion, damp-proofing, and floor treatment 
of many types of structures. Some of 
these companies have contracting de- 
partments which specialize in remedial 
restoration of buildings. 

The most vital parts of the skin of a 
building, a single object common to both 
its exterior and interior parts, are 
windows. These are important because 
they admit light; keep out the cold and 
dirt. Broken or cracked windows should 
be fixed immediately. For optimum light, 
windows should be cleaned regularly, 
either by members of a building mainte- 
nance staff or an outside contractor. 
Within the past five years there has 
been a boom in buildings with glass and 
metal skins, rather than the usual brick 
and stone surfaces. New cleaning equip- 
ment and techniques were necessitated 
by some of these structures. 
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Window cleaning is done individually 
and more simply in some aluminum clad 
buildings. Each window is installed on 
top and bottom pivots so that both sur- 
faces of panes can be cleaned from the 
inside. Window cleaners need no scaf- 
folding or safety belts. The periphery 
of each window is sealed in with a strip 
of rubber which is pumped up to form a 
seal. 

According to a survey on air condi- 
tioning by American Gas Assn., it was 
claimed that in artificially cooled struc- 
tures less time is needed for dusting 
furniture, cleaning walls and woodwork. 
The report said that air conditioning 
helped reduce the amount of cleaning 
labor because a decrease in dirt and soot 
meant less frequent cleaning of floors, 
and less decorating. 

Up to this point the finger has been 
pointed at the dirty, dusty and sooty 
business and industrial atmosphere. 
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k and heavy-work cleaners. 


3 Includes lightwor 


Human beings, who use offices, are more 
responsible for wear on equipment. This 
depreciation is as normal as life itself, 
and certain attention and cooperation 
from employees is required to keep 
cleaning and maintenance work at a 
minimum. Certain offices require their 
employees to keep work places neat and 
clean. Invariably this task is part of the 
duty of a safety committee because good 
housekeeping goes hand-in-hand with 
satety. 

Fairfax M. Cone, president of Foote, 
Cone & Belding, Chicago advertising 
agency, told the Office Management 
Assn. of Chicago how his firm keeps the 
walls clean in their office building. They 
put two painters on the payroll to paint 
all day, five days a week. “We have the 
cleanest joint you have ever been in,” 
said Mr. Cone. “Dames don’t like the 
smell of fresh paint and, believe me, we 
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paint less and less because they know 
if there is a mark on that wall, one of 
the painters will be right around.” Now 
they only need one painter on the pay- 
roll. 

Office employees should not assume 
that cleaning personnel are other than 
human. The latter should be protected 
from, or warned about, dangers such as 
disearded broken glass. Special arrange 
ments should be made when disposing 
of large or heavy quantities of material. 
Anything which is not to be thrown 
away, should not be placed near waste 
receptacles. For safety’s sake, clenieal 
workers should leave all maintenance 
work to those whose job it is to do it. 

Good housekeeping in the office 1s 
wood business. It allows work to pro 
ceed more efficiently and safely, reduces 
fire hazards and chances of injury to 
workers and visitors. 


Workers can clean 
their own desk tops 
with just soap and water. 








NSOEA'S 
Annual 
Convention 
And Exhibit 
In Chicago 
(pens Sept. 29 





HIS YEAR’S annual convention and exhibit of 
the National Stationery & Office Equipment Assn. 
opens in the Conrad Hilton Hotel, Chicago, Sep- 
tember 29 and continues for five days. As in past 
years, it will comprise the biggest display of industry 
products shown anywhere at one time. There will be 
400 displays occupying four acres of space in four ex- 
hibit areas. The exhibits will open at noon on Saturday, 
September 29, and remain open until 9 p.m. on Sunday, 
Monday and Tuesday. The show closes at 5 p.m. Wednes- 
day, October 3. 
Outstanding features of the last two NSOEA Conven- 
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tions have been the model stores. This year, Henry 
Berry Associates has leased the Normandie Lounge of 
the hotel, scene of the previous model stores, and will 
construct a huge, two-part exhibit. The front section 
will show open display units available to dealers and will 
be stocked with merchandise of six manufacturers affil- 
iated with Henry Berry Associates known as the Distri- 
bution Research Assn. The second section of the exhibit 
will feature for the first time anywhere, new fixtures 
designed especially for office machines. These will be 
revolutionary and done in the high style so important 
for modern merchandising of the growing office ma- 
chines department. This beautiful exhibit should prove 
an outstanding source of ideas for every dealer. 

More ideas on merchandise display will be shown by 
Bulman Co. in their store fixture exhibit in the Astoria 
Room on the 3rd floor of the Conrad Hilton Hotel. 

At 10:30 a.m. Sunday, delegates will assemble in the 
({rand Ballroom for a worship service conducted entirely 
by businessmen. The Hon. Walter H. Judd, Minnesota 
Congressman, will address the service. Introduced by 
NSOEA at their 50th anniversary convention in 1954, 
this has been recognized as an important convention 
feature. The exhibit areas will be open Sunday after- 
noon which enables dealers in nearby areas to have their 
entire staffs visit the displays. At 4 p.m. Sunday there 
will be a tea for the ladies. 

A musical program at 9 a.m. will precede the conven- 
tion’s opening business session a half-hour later on 
Monday morning. NSOEA’s president, Ivan Allen Jr., 
will preside and tell members of his year in office which 
included his attendance at 14 regional meetings. Greet- 
ings from the United Kingdom to American stationers 
will be extended by J. Ogilvie Lennox of Glasgow, Scot- 
land. The morning’s session will close after a talk by 
William Oncken Jr., of the New York Central System, 
on ‘‘Crashing the Communications Barrier.’’ At Mon- 
day’s luncheon meeting, the guest speaker will be 
Howard Pyle, deputy assistant to the President of the 
United States. 

The three divisional meetings will be held on the 
morning of Tuesday, October 2. The manufacturers will 
be chairmanned by L. M. Brown, president, Eberhard 
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Dr. Norman 
Vincent Peale 
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Hon. Walter H. Judd 





Howard Pyle 





John S. Coleman 
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NSOEA Convention Program 


SUNDAY MORNING, SEPTEMBER 30 


NON-DENOMINATIONAL SERVICE: Hon. Walter H. Judd, Congress- 
man from Minnesota. 


MONDAY MORNING, OCTOBER |! 


4 YEAR WITH NSOEA: Ivan Allen Jr., President, Ivan Allen Co., 
Atlanta. 

GREETINGS FKOM UK TO NSOEA: J. Ogilvie Lennox, Chairman and 
Managing Director, Douglas & Douglas Ltd., Glasgow, Scotland. 
CRASHING THE COMMUNICATIONS BARRIER: William Oncken Jr., 
Director of Management Development, New York Central System. 
LUNCHEON: Howard Pyle, Deputy Assistant to the President of the 
United States, Washington, D.C. 


TUESDAY MORNING, OCTOBER 2 


MANUFACTURERS DIVISION: L. M. Brown, President, Eberhard 
Faber Pencil Co., Brooklyn, N. Y.; Ivan Allen Jr., Ivan Alien Co., 
Atlanta. 

FIELD DIVISION: Folger Fellowes, President, Bankers Box Co., 
Chicago; Leonard Wilcox, Roberts Printing & Stationery Co., Hutch- 
inson, Kans. 

DISTRIBUTORS DIVISION: William R. Diehl Jr., Diehl Office Equip- 
ment Co., Columbus, Ohio; Ralph DeArmond Cies, Research Con- 
sultant. 

LUNCHEON: Dr. Norman Vincent Peale, Marble Collegiate Church, 
New York. 


TUESDAY AFTERNOON, OCTOBER 2 
YOUR IDEAS—YOUR MOST PRICELESS PRODUCTION: G. Herbert 


True, Assistant Professor of Marketing, University of Notre Dame. 
MR. ELEVEN O’CLOCK: Adrian H. Pembroke, Pembroke Cuo., Salt 
Lake City. 


WEDNESDAY MORNING, OCTOBER 3 
YOUR OFFICE MACHINE MARKET: Paul E. Burbank, NSOEA 


Executive Vice President; John S. Coleman, President, Burroughs 
Corp. and President, Chamber of Commerce of the United States. 





























Faber Pencil Co. and Ivan Allen Jr. will speak on “‘A 
Dealer’s Deal.’’ The field division, chairmanned by 
Folger Fellowes, president, Bankers Box Co., will hear 

from Leonard Wileox whose talk will be titled, ‘‘ Are 
| You a Ringer, a Rounder or a Regular?’’ The distribu- 
tors division, chairmanned by William R. Diehl Jr., 
will be addressed by Ralph DeArmond Cies, NSOEA 
research consultant, who will answer the dealers’ ques- 
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"92 Lowest cost, MOST EFFICIENT 
SYSTEM FOR FILING ACTIVE RECORDS 


-) Vert! - Fie % 


TRADE-MARK 





















ILLUSTRATED: 
Section of VWerti-File 


shelving. Available in 
standard sizes, Finished 
in durable Chem-A-Cote 
bonded office grey baked 
enamel. 





CONTACT YOUR NEAREST DEALER 
FOR SPECIFICATIONS AND FREE LAYOUT SERVICE 


DELUXE METAL FURNITURE COMPANY 
Pe WARREN, PENNSYLVANIA 
DIVISION or ROvAL METAL ei yi eeaiiaaaaed COMPANY 





For More Information Circle No. 199 
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Adrian H, Pembroke 


J. Ogilvie Lennox 


William Oncken Jr. 


G. Herbert True 
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tion: ‘‘Can You Survive?’’ At the luncheon on Tues- 
day, Dr. Norman Vincent Peale will be the guest speaker 
and his subject will be, ‘‘Suecess Through Right Think- 
ing.’’ Dr. Peale will be making a return appearance 
because his talk at a previous NSOEA convention was 
enjoyed so much by the members. 

A general convention session will convene on Tuesday 
afternoon to hear two authorities on subjects of interest 
to all retail merchants. The first will be Prof. G. Her- 
bert True who will show why your ideas are your most 
priceless production. He will be followed by Adrian H. 
Pembroke who has titled his presentation: ‘‘Mr. Eleven 
O’Clock.’’ 

Wednesday’s general session will cover the office 
machine market. Speakers will include Paul E. Bur- 
bank, NSOEA’s executive vice president, and John S. 
Coleman, president, Burroughs Corp. Mr. Coleman is ' 
also president of the Chamber of Commerce of the 
United States. At this time, committee chairman will 
make their reports and new officers will be elected. 

The annual banquet and dance will be held Wednes- 
day evening. Awards will be made to members and the 
new president will be introduced. Other relaxation fea- 
tures will include the convention party on Tuesday night 
with entertainment and dancing. It was at one of these 
NSOEA parties, not so long ago, that an unknown enter 
tainer named George Gobel appeared. Maybe another 
future star will be seen this year. The ladies will have 
a crowded program of their own which will inelude a 
tea, luncheon and fashion show, bingo party and a thea- 
ter matinee. 

Those who have attended past NSOEA conventions 
well know the good sense of advance registrations and 
indications point to a record attendance this year. Any- 
one whose business interests lie in this industry should 
find much of value here and the office machine merchan- 
dising display will undoubtedly attract many machine 
dealers. Non-member dealers who wish to join ean 
obtain complete information from the National Station- 
ery & Office Equipment Assn., 740 Investment Building, 
Washington 5, D.C. You still have time to make it be- 
cause the convention doesn’t open until the end of the 
month. 
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How to 
turn the tables 
on office 
obsolescence 


Call the roll of Burroughs adding machines: 
The Ten Key (choice of 4 attractive colors). 
The Director full keyboard (same color 
choice). And the low-priced Thriftline in 
new soft Amber Gray styling. 


Here are the truly modern machines of today 

—and tomorrow —in their ultra-quiet BURROUGHS 
operation. Their perennial accuracy and 

dependability. Their smart styling. Their ADDING MACHINES 
‘shadow-touch operation. Their self-repeating 

multiplication key, and in the electric models 

—their instant credit balances. 


For a convincing free demonstration call our 

local branch office or dealer, listed in the 

Yellow Pages. Burroughs Corporation, “Burroughs” — Reg. TM. 
Detroit 32, Michigan. 





Are you scared by a blank sheet of paper? 


A Springboard to Action 


LESLIE MATTHIES 


Supervisor of Engineering Systems and Procedures, 
Northrop Aircraft, Inc., Hawthorne, Calif. 


OMETIMES PEOPLE 

move. They won’t decide. They put 

off giving you an answer. The sys 

tems engineer faces this problem con 

stantly. How does he overcome human 
, 


Your mind goes blank, not always, but 
often enough to tell you that asking for 
a general suggestion “out of a blue sky” 
is not a sure way to get action. There 
doesn’t seem to be any stimulus in a gen- 


just won't 


inertia? Some systems engineers make 
use of what they call a “springboard.” 

People get odd maladies 
that we ean only describe as the blank- 
mind disease, or the blank-white-paper 
disease. We all suffer from these odd 
mysteries of the human mind, now and 
then. Onee in awhile your own mind 
goes completely blank, doesn’t it? Have 
you noticed what happens to you when 
a man comes up and asks, “What do 
you suggest for a program next Tues- 
day ?” 


a 
‘ 
diseases, 
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eral question, and the mind goes blank. 

Our problem is: How to prime the 
mental pump? And speaking of pumps, 
isn’t it true, that to make a pump work, 
you get priming action when you pour 
in a little water from the top? 

So it is with the mind. If you want to 
prime a man’s mind, and your aim is to 
get suggestions, you need some priming 
suggestions—something tangible to start 
with. 

The same solution applies to the 
blank-piece-of-paper phenomenon, Blank 
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Two ways to dictate...one cuts work in half 


Ever realize that shorthand dictation is 
“double writing’? First the shorthand— 
then translation and typing. 

Compare this with Dictaphone TIME- 
MASTER dictating machine and DICTA- 
BELT record. Man dictates independently 
any time. Secretary types directly from 
clear DICTABELTS. A faster, cheaper, 


more accurate means of communication. 

Unique DICTABELT advantages: flexi- 
ble, unbreakable, non-erasable, permanent, 
can be mailed or filed like a letter. Visible 
dictation makes quick place-finding. 

For more facts write Dictaphone, Dept. 
I, 420 Lexington Avenue, N. Y. 17, N.Y., 
or call the Dictaphone office in your city. 


Dictaphone, Time-Master and Dictabelt are 
registered trade-marks of Dictaphone Corp. 


DICTAPHONE CORPORATION 


TAPHONE TIME-MASTER C 


DS RIGHT OUT OF Y 


CTATING MACHINE, 
UR MIND.” 


For More Information Circle No. 218 
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* Automated Data Processing by Moore 


A popular misconception of automa- 
tion pictures it as a system controlled 
by costly machinery . . . available to big 
concerns only. But plain, ordinary effi- 
cient automation (without the glamor ) 
quietly works small miracles for small 
businesses every day. Whatever the size 


AUTO 


of your business, the man from Moore 
ADP gives you 


maximum results in processing data. 


can show you how 


Moore does not manufacture ADP ma- 
chines but knows machine applications. 
Forms design and construction must be 
adapted to any machine, and a Moore 


BIG RESULTS IN AUTOMATION AT LITTLE COST 


Order Department — An incoming customer- 
order is checked against the Daily Stock Inven- 
tory Report, to record on the order papers: 
shipments to be made and back orders. Proper 
control, on paper, of an order’s disposition means 
speedy shipment (in full or part) with prompt, 
accurate advice to the salesman and customer. 


Moore forms 





Order Typing — Prepunched cards containing 
Ship To, Bill To, Item and Back Order Item infor- 
mation are pulled. When processed through a card 
accounting machine, they immediately produce 
on separate cable-connected typewriters) a 
Moore 6-part Continuous Invoice and 7-part Ship- 
ping Order (original and back-order shipments). 


For a medium or small business the benefits of automation 


may need only the application of an ADP system by Moore. 


are the heart 


of the system 


‘Automated Data Processing’ 


means the continuous and 


integrated operation of data processing using automatic 
machines. Only minimum changes in present procedures 


may he needed to achieve practical results without costly 


investment. For 
(he’s in the Classified ) 


ADP efficiency call in the Moore man 
or write the nearest Moore office. 
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man’s unbiased advice is constructive 
for that reason. Thus, workability is 
planned into the system. ADP by 
Moore is designed to fit a business 
individually and can be put in on a 
schedule that’s practical and suitable 

.all at once or in planned stages. 


The Moore man brings 
‘composite’ experience to 
your problem, with the 
resources and wide 
experience of the largest, 
most versatile manu- 
facturer of business forms. 


Maximum benefits without heavy investment, without disturbing operations 


Customer Service — Completed forms move 
ahead rapidly so that orders are received, 
shipped and billed the same day: Shipping set 
copies go to Stockroom, Shipping and Traffic... 
Invoice set to Billing for release on notice from 
Traffic... Punched cards to Tabulating for analy- 
sis and preparation of inventory reports. 





Management Reports — Tabulating provides 
reports daily (not weekly or monthly) on the 
previous day’s activity. They are accurate, up- 
to-the-minute summaries on which management 
bases decisions that affect business today — con- 
trol never before realized, with benefits felt in 
inventory handling, distribution and procurement. 


MOORE BUSINESS FORMS 


Niagara Falls, N.Y. * 


Denton, Texas * Emeryville, California 


Since 1882 the world’s largest manufacturer of business forms and systems. 


Over 300 offices and factories across U.S. and Canada. 


For More Information Circle No. 219 
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NEW 
Red and Blue 
colors are 
now made in 
3 degrees 
of hardness. 











 Colorbrite 


writes in vivid, intense color with little pressure. Leads 
are strong and smooth—take and hold really sharp points. 
26 High-Visibility colors. 


Trademarks Reg. U. S. Pat. Of. 


Since I R ) Ril if 1} HA Bi f puts its quality 
1849 | in writing 


NEW YORK © TORONTO 


TEAR OUT THIS ADVERTISEMENT — WRITE IN ON YOUR COMPANY LETTERHEAD FOR A FREE SAMPLE 
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white paper is blinding! Ask a man to 
write something on a blank piece of pa- 
per. Very often he gets a fixation about 
that white blank paper—a stagefright 
sort of phobia, something that he is 
powerless to overcome. He can’t write a 
word, or he will write something and 
then erase it. He will write something 
and scratch it out, or he will write some- 
thing, then crumble the paper, throw it 


away, then sit and stare at a second 


blank sheet of paper. 


Ever notice that, when you ask a 
man What he would like for his birth- 
day, his first reaction is “Oh, I don’t 
know.” Why this blank reaction? Why 
do you get no suggestions or action, 
when you ask a broad question? The 
answer is that you will get no mental 
outlet trom the other person until you 
prime the mental pump, 

On the birthday present problem you 
might say, “Would you like a new pipe, 
or a spinning reel, or would you like a 
new smoking jacket?” By making spe- 
cific suggestions, you are priming his 
mind, making it work, even though 
he may immediately reject all your sug- 
The water from the mental 
pump is beginning to flow because you 
have primed it with specific, tangible 
thoughts. 


gestions. 


Exactly why the mind works this way 
is not known to us, but we do know that 
this does happen. We do know that we 
often do not get action unless we prime 
the pump—unless we use some type of 
springboard. 

In the everyday work of systems and 
procedures our problem is to get a pol- 
icy stated, a procedure written, an out- 
line of duties spelled out, or a system 
proposed. Blank-mind and blank-paper 
complexes give just as much trouble in 
systems and procedures work as in so- 
cial life, or anywhere else. 

If you ask a man to write a procedure, 
or a policy statement, you are asking 
him to work. You have made life harder 
for him. You haven’t provided specific 
mental suggestions that will prime his 
mental pump. Maybe the reasons for 
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this 
hard work. 
creative. 

On the other hand, think how much 
fun people have criticizing something 
somebody else has done! Even as you 
and I. Creating is work! Criticizing 1s 
fun! Therein lies your springboard. 
Let your man first be a critic and he'll 
help you create. 


phenomenon are that writing 
Writing is tangible. It is 


For instance, you see that a policy 
needs revision. Should you ask the 
man to tell you how the policy should 
be changed? Never! Instead you set 
up a springboard by drafting a policy 
statement, written as you think it should 
be. Write it, even though vou have only 
the most information. Don’t 
complain because somebody torgot to 
wire you in, or forgot to ask you to a 
meeting. Your draft may be completely 
“out of the ball park,” but don’t worry 
about that. 

That draft is a springboard to action! 
Offer it to the man for his approval. 
Why? you are offering him 
something that he can take and quickly 
mold as he wants to mold it. You are 
offering him something tangible. Even 
though he may tell you that you are 
about 106% wrong, you have primed his 
mental pump. His thinking machinery 
will go into gear and come up with an 
alternate to replace your off-base sug- 


gestions. 


meager 


Jecause 


He sees your miserable effort—always 
of course, in typewritten form, and as a 
rough draft—and flinging his critie’s 
cloak across his shoulders, he says, “Ah, 
this poor fellow needs my help. Ul 
show him how to do this.” So he reaches 
for a blue pencil and begins to serateh 
out words and paragraphs. He begins 
to put in additions, changes and new 
ideas. His mental machinery is now in 
high gear. Your springboard did it. 

He may even secretly think: “This is 
pitiful. Ill have to fix it up to keep the 
systems fellow from getting clobbered 
with this ridiculous draft.” You are 
playing the humble role, and other peo- 
ple like it. They are playing the supe- 





You pre- 
him that 


rior role, 
pare and 
you hope he will lke. 

He is a eritic. He is the 
He passes judgment on the 


and they like that. 
serve something to 


authority. 


alters and improves your writing and, 
by so doing, you get a vood policy state 
ment which is what you wanted in the 
first place. 

pometimes sj stems and procedures en 
evineers make mistakes purposely, put 
ting in one or two off-the-beam passages 
just to give the eritic a chance to correct. 
But there is another advantage to the 
springboard draft. When you get poli 
procedures written by various 
people in this manner, you'll notice that 
the procedure has their pro 
and the policy has become their 
policy Statement. It is no longer yours. 
This, they like. 

Tke corrections that your man makes 


I 
cles and 


be come 


ce dure = 


are not always comma changes, either. 
[If you are dealing with a man who 
knows the operation, he will be able to 
insure that you get a final statement that 

I] policy that is really 


really applies—a 


sound 


i. 








miserable 
attempt that you have offered him. He 


Still another advantage to having 
your springboard draft worked over is 
that it leads to teamwork. Our systems 
objective is to ret a procedure or policy 
written that everybody will agree to. 
Most men will find it impossible to say 
that they can’t follow policies or pro 
cedures that they themselves wrote—or 
re-wrote. 

Perhaps the messed up pages that you 

brought around tor coordination have 
completely lost their original author’s 
identity but they have served their pw 
pose. Those dratts have become a spring 
board for action. And that is what you 
after—A-C-T-I-O-N! 
Try this technique in your day-to-day 
Avoid the blank mind. 
Avoid the blank white paper phenomenon 
that Use the springboard 
technique. It almost always results in 
coordinated action. It 
ment among several people who are in 
volved in a policy or procedure. 

Always go out with a paper in your 
pocket before you talk to anybody about 
anything. Maybe you won’t need it, but 
often you will. That paper can be your 


springboard to action 


were 


operation. 


stops action. 


results in agree- 


“The clock, Mr. Evans! The clock! IT’S STOPPED!” 
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WEBSTER 
QUALITY CONTROLLED 
DUPLICATING SUPPLIES 
FOR EVERY 

OFFICE NEED 


(CARBON PAPERS 
Typewriter, Penct 


“ NITS IN 
SPIRIT PAPERS AND MASTER U 


( 
hoth spirit and hectograph duplicating N 
for hoth s 
a mee HONS 
: N gear RIBB ONS 


r corre o ( nde Ue 


Ve Ww ork. 


l, Pen, Transfer, anesthe 


ni ting, tabulating 


for € 
a nd pret 


for corres 
bluep? ant. 


ROLL LLS \ 
CARBON © uto 


F. S. WEBSTER COMPANY 
‘ 8 Amherst Street 
Cambridge 42, Massachusetts 
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How Progress Is Reported In 
A Forms Control Program 


RAY MARIEN 


Manager, Forms Control and Procedures, 
Olin Mathieson Chemical Corp., New York. 


NDER torms 
control program each 
tion results monthly to 


the headquarters unit. 


OUR decentralized 
individual loca 
forwards its 
There are now 
six local units most locations 
In our corporation and we anticipate thi 
addit 
units in the near 

These units send in monthly progress 


prepared on standard 


servicing 


ion ot at least two more torms 


ruture., 


re ports which are 
forms to assure uniformity in 

fivures then 
unit into a consolidated 


which 


presenta 
combine d 


T10n. rhese are 


by the corporate 
report 


management each month. 


is presented TO 


Primarily, we 


progre SS 


are interested in 


the dollar savings in 
] 
I 


volved. Secondari VY, we are coneerned 


with possible clerical savings. If this 
popular 


theory that the purchase price of printed 


seems o be the reverse oft the 
forms repre sents only one-tenth or one 
their neve! 
represents thinking on the 


twentieth of actual costs, it 


theless our 
matter. 

We believe a forms program 
should bring out such details as clerical 
their true light. 
They are potential savings and should be 
The 


failure of the program should depend on 


cont rol 


but only in 


SAVINGS, 


treated as such. real success or 


three other things: 

l. Is it performing a 
timely service? 

2. Is it succeeding in the standardiza- 
tion and elimination of forms? 

3. Is it saving money in the purchase 


valuable and 


forms ? 


decentralized program, these 
gathered and submitted to 


costs ol 

In a 
facts must be 
management regularly as evidence of the 
progress ol the units toward their com 
mon goal. 

Let us examine a typical monthly 
report Fig. 1). This was 
sent in by one of the units and covers 
the month of April, 1956. You will see 
that they 225 torms requisi- 
during the 


drew 


status {see 


processed 
month, of which they 
new ones. 


handled 


tions 
revised 64 and 
Thus, 30° of the forms they 
were “standardized.” 

Under “new 
the 


latter 


up seven 


show four 
date. The 
this unit 
designs forms four new divisions. 
Normally, the number of new forms 
should be the most close ly watched figure 
ina forms program. However, there are 
and have to be, broad exceptions to this 
rule. In a rapidly growing, highly di- 
versified company, such as Olin Mathie- 
son tor example, new torms cannot be 


forms,” the \ 


month and 239 to 


tor 


figure is large because 


tor 


avoided. 

There are two rather obvious reasons 
for this. First, diversification to the ex- 
tent of adding new products means that 
few if any of our present production 
be utilized. New products 
mean new forms. Second, the creation 
or addition of new divisions with differ- 
ent and separate identities 
naturally causes new forms to be drawn 
up. The advertising value of trade 
marks, individual letterheads and other 
externally used forms must be consid- 
ered. Existing forms cannot be sub- 


Torms can 


addresses 
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The Olivetti Automatic Carriage Printing Calculator calculates, 
prints desired figures on business-forms, moves to the proper 
columns—all automatically. Performs a series of selected opera- 
tions; the series can be quickly changed; each individual operation 
can be varied in 173 ways. With platen split, it also prints on tape. 
Write Dept. HY, Olivetti Corporation of America, 580 Fifth 
Avenue, New York 36, New York. 


bk 3 


For More Information Circle No. 268 
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MAIL 
THIS COUPON TODAY 


for your free copy of 


“How to Get GREATER SERVICE 
AND VALUE from your RECORDS 
& LETTERS” 


L. L. BROWN PAPER CO., ADAMS, MASS. 
Please send me FREE copy of “How To Get Greoter 
Service and Value From Your Records and Letters.” 


Name 





Title 








a 





Street__ — 





= State 
Please Print Plainly 





A Guide to 
BETTER RECORDS 


and 


IMPRESSIVE LETTERS 


Here is a@ comprehensive resume of 
essential facts that will help you to 
more efficient paper selection. It is yours 
for the asking. 


With this handy guide, amply illustrated 
and simply written, you will be better 
able to 


¥% Judge poper properties and their value. 


% Determine the effect of poper prices on 
total record or letter costs. 


% Get correct, most economical grade for 
each specific need. 


%& Choose papers of permanence, durability, 
prestige. 


If you use, select or buy record or letter 
papers, you will find this an invaluable 
guide in making the best choice for all 
of your needs. 


= s 
L.L. BROWN 


Record and Correspondence 


PAPERS 


LEDGERS, BONDS, INDEX 
BRISTOLS & LINENS 





For More Information Circle No. 252 
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FORMS CONTROL AND PROCEDURES INSTRUCTIONS: Prepare in quadruplicate. Submit eriginel and ane to 
MONTHLY STATUS REPORT New York. triplicate to regional camptrolier and retain tile copy 
NOTE: Actual dollar savings (item 7) should be oxplained on form Ont-43 
Omt-44 


owes PROGRESS REPORT #7 Eetimated clerical savings (item 8) on term 


LOCATiOn OF UMIT 





qe 
April 10 56 





WORK PERFORMED THIS MONTH TO CATE 





+ 


[ 
MUMBER OF FORMS REQUISITIONS PROCEREEO ¢ 225 | ; 1, 78h 


FORMS PROCESSED WITHOUT CHANGE 157 1 9125 
} : -# 


FOnms REVISEO 64 | 420 


wee roms } 4 


+ OF Hew OF REVINEO FoRuSs 30% 


+ 


Fomus CL imimatTeo 4 








pees snncnattiantonsinttmnennteeed - $ 5, 605.99 $11, 319.47 


ESTiMATEO enemas rT) amet. one 3 ; 793.00 $ : 793.00 


+ = - a —_ 











PROCEOURES 
PENOING im PROCESS l 1SSUEO THIS MONTH ISSUED TO OATE 


t 
2 7 a | a i 


In the last three months we have set composition for and published three books: 








Book on Report Writing - 100 pages 

Chemicals International Hand Book - 90 pages 

Three telephone listings - 46 pages 

This lowered our ratio of new or revised forms for the first three months of 


the year, 











UGnaTure 


April 30, 1956 














Fig. |. 


tive importance of the forms to others 


stituted. 
coming up. These factors directly affect 


The number of forms processed with- 
out change depends entirely on how the monthly performance ratio. 
much lead time is involved and the rela- Actually, the fact that a form is proc 
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September, 1956 
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Let us touch briefly on item 8 in Fig. 


This 
cost 


1. 
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mean 
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Often, full speci- 
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be 
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*avek sad uazzTIa §,°0"'d 000602 

*edoTeaue iv—nder # uo pedsy eq 03 pey sserppe ayy yen 
Jeuuwu 8 yons uy dn UABIP Gen WIOJ ey SUCTITPpE UT 

* su0qi¥o 

*pesn eq p[nod edoTeaue mopuyA os peucTzytsod miog °*2Z eu} 3nO exe} Ue fua,U0 ouy edty ‘suoqueo J yZlesUT 
*1@,T1nedsy uo eoTAep BuyuoTzTsod 0} pey Tat? euy pedsy sea *O’d @ OWTR Yow, *SuOqiRO 

pees-utd uzTA ‘pesn wmroy snonuyzUuOS ynodwus yuwd-g *T QNOURTA S32OS PS}ETTOO-eld elem Suepi0 eseyound yued-g 


change 
be 
will 


to 


stock 








have 


aan) SMOILVEREO 40 MOLL di DSRO 4BiNe oO) 


8308 00002 JOpio esvyoing il - xX 
Se a a 7 oS - a RE 
- 


CeO ere 4 peep SOMAVS Tye 1D GRAvMAse 


0 epmq ine ip pus ore2i;dnspenb wi e1deid )SNOILIOMLSNI S3YNOIIONd GNV TOULWOD SHYO4 











paper 








merely passed through the department in 


rubber-stamp fashion. 
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essed without 
the 
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spacefinder files 
save time, space and money 


*Independent surveys comparing shelf and drawer filing show approximately 
50°% savings in personnel TIME. No time wasted opening, closing drawers. 
Doors give shelf work surface. *Floor SPACE savings amount to 42-50°% due to 
greater capacity, 30-inch aisles. *When you save time and space, you save 
MONEY. Doors protect against dust, dirt and fire. Welded Spacefinders can be 
moved with contents intact. Write for illustrated Spacefinder literature today. 








oe ole cit OM oft at Sat oft oir 
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FORMS CONTROL AND PROCEDURES 
ACTUAL DOLLAR SAVINGS REPORT INSTRUCTIONS 
ou ee 


Prepare in quedrupli: oie and attach a¢ & supplement te form Oat-82 


Iemine ali dolier eavings realized 








— = a eee —— — —_ 
Location mon TH OF Pace 


| April 56] —__ , 








FORM NUMBER AND Ss setigcttihitalaieadi Costs 


ad _ = - — — EXPLANATION 
CESCRIP TIO: Frommer Present saves 


SD-583A - Salesman $18.51/M | $10.95/ This form has been changed to a 
Order form. Three | carbon interleaved snapout form, 
part N.C.R. form. Total Total 
Total annual usage $4,164.75 





$2,463.75 | $1,701.00 


225 Me | 
| 
| 


SD-583A - Salesman $2k .40/M $19.00 | This form has been changed to a 
Order books. Four | carbon interleaved snapout form 
part N.C.R. form, Total Total | bound in books, 

bound in books, total | $14,640.00) $11,400.00; $3,240.00 
annual usage 600 M. | 


~ $$ $$$ 


SD-118B - Guide $190.21 | $62.91 | $127.30 This has been changed to pre- 
Formla., Pre-printed printed mill run paper masters, 
ditto masters. Annual | printed on our own miltilith 
usage 2,300. equipment, 


SD-51i - Granulation $71.L8 | $27.90 $43.58 This is now printed on our ow 
Ticket. This was mltilith equipment, 

printed letterpress. 
Annual usage 2) M. 


i 


a Ee ee aS . —— 
LD-1038 - "Lentheric $765.50 | $672.5 | The construction has been changed 

Statement". This was | to a snapout form, 

a fan fold constructed 
form. This order was 
for 2M, 


SD-530 = "Merit Rating‘ This form is now printed on our ow 
form. This was printed multilith equipment on #1 sulphite 
letterpress on 75% rag 16# paper stock, 

paper. Annual usage 


Now printed multilith in black ink. 
letterpress in brow 
ink. Annual usage 
5M. 


94 X 124 first class 13.90/M | $11.70/M | Now only a gummed flap, 
Brown Kraft, 28 sub LO M oO M | 

mailing envelopes with 

clasp and glue flap. $556.00 $468.00 | $88.00 


| 








TOTAL SAVINGS 

















gram is new. The cumulative figures are is sent in along with the monthly sum 
not shown on the combined report. How- mary. These reports may furnish worth 
ever, each particular saving is itemized while ideas which can be used elsewher« 
on a special report (see Fig. 2) which in the corporation. As mentioned above, 
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HOW TO | | 


ant / ne 
ELIMINATE TYPED EXTRA COPIES \ 


at 
\ 





futeteed | eae 


simplest one-page lette it with Dri-S 


automatic photocopying it ts less than 


Only Dri-Stat gives you Auto-Feed, the 
automatic fingers that take the paper from 
your hands and feed it into the processor It takes a typist 1¢ 
at precisely the correct speed, There is no ' 2 
possibility of error. And only Dri-Stat gives 

you ‘'Bright-Light'’ operation for sharp produces complicated copies in les 
photocopies, even in bright office light 


ype a small page 


id Dri-Stat is much more accura 
typist. Copies are photographicall 
and include your marginal notation 


or other necessary comments and changes 


Dri-Stat took photocopy out of the closet and 
put it on the office desk. Exclusive Peerless 
“Bright-Light™ paper gives sharp, clear copies in 
normal office light. You don’t need booths 


shields or other inconvenient light deflectors 


A complete Dri-Stat office photocopy system is 
surprisingly low in cost and will usually 

pay for itself within a few months. Write for full 
information, or call your nearest Peerle 
distributor and ask to see how Dri-Stat will 


reduce the clerical load in your office 


Peerless Photo Products, Inc., Shoreham, Long Island, N. Y. 


1 ! would like to know more about your Dri-Stat Photocopy process 
Please send me your catalog 
| would like to see thé Dri-Stat operate in my own office under 
my normal office lights. Please have your nearest distributor 
call me for an appointment 


DRI. “STAT io 


Street 
City Zone___ State 
For More Information Circle No. 251 


Tue Orrice—September, 1956 








7 
which 
wo Be 
down 
10 


19. 





item 


31LVO O1 GANssi 


Ki 
n 





$$3508d NI 


iti 
Lorm 
broke 


(see 





ONION 3d 





September, 


l 


4 


31V0 01 HLNOW SIHL | } 


shown 























sf parate 
report 








savings 
OFFICE 


_——-—— 


an Ln 6re‘ Tre | QT*Sg9* TTF 31¥0 01 $$, 430 
_e— | $100 OMI LNIYd NI 


a 


N6°6S9°9E ¢ 


figures 


034534433 SONIAVS TWi0L 





to the 





cost 
Tut 


forms control. 
dollar 
itemized on 


attached 


Here 


JUVHS ViVEOdd 





S€°L09‘g | 1°69S*2 | 99°229°T €L° g€L*2 SONIAYS SHUOS “d4OD 
16°659°9C &| SS°QNLS6 &| | “oO : ? | ON°OCT $$] 66°S09°S | O6°L2N*Z ¢ HLNOW SIHL 
| | | $1903 OM LNIZd * SOMIAYS 


——————— —_+ 





{ ach 


| 
| 
| 





ec 





are 








fields of 


iS 


Ga ivNeni3 


( 


O3SIA3¥ BO INS 


« 





Costs. 
semi 


In 


aan 








secondary 


out 


QISIAIN 


forms 
special report t 


made 


unit 





status 


JONVHD O/# ~ O3SSIDIONd 


Ink 





WALOl - G3SS3I08d 








consid red 




















savill 


SWmO4 


SD 





shows 


are 


to actual dollar 


They 


which 


["s"6s0°9Cs 


31VO 01 $$. 130 SONIAYS $ 9S 61 TIudv l 


40 Anon On .wOedy 


included in ¢ 


and 


coe ‘ 4 | 
5° @"L "6 $@ HANOW SIH SONIAVS $$ | 
= q 


6L9*T 4 sie eleeiaiieamees. | L¥Od34 SS3IYDONd AILVANOSNOD 
ole WV489ONd SIYNGIDONd 3 TALNOD SWAO4 


savill 
are 
illy 


inagement 








wWnuUis 


thes 





m 








Stamp, mark, code... 
eight times faster! 


Tickometer beats hands . . . hands down! 


Marking or coding by hand is tedious, costly—_and 
unnecessary. A PB Tickometer can do the work 
eight times faster, and more accurately. Has shown 
important savings in thousands of companies! 


e The Tickometer will imprint—and count—up to 
1,000 pieces a minute. It is used on labels, checks, 
coupons, cards, tags, sales slips, tickets, etc. 
e It feeds and stacks automatically, stops for faulty 
items, registers whole or partial runs. So accurate 
that banks trust it to count currency! Easy to set, 
and can be operated by anybody. Has almost 
unlimited applications. 
e The Tickometer can be bought or rented, soon 
pays for its use. Serviced from 289 cities, 
coast to coast. Ask the nearest PB 
office for a demonsiration...or send 


for free booklet and case studies. 


A 


eS: 
New Package _/3 re r 


Imprinter [ Ka / 


Imprints folding 

cartons, containers, bags, 
envelopes, and dealer litera- 
ture—at speeds up to 7,500 
an hour. Eliminates waste in 
preprinting. Ask for 
demonstration. 





A PITNEY-BoweEs, INC. 
Pitney-Bowes 3444 Walnut Street 


-~ 
— 
— 
T C Stamford, Conn, 
= T Send free Tickometer booklet & case studies 


Send Imprinter booklet & case studies 
. : er ‘ 
Counting, Imprinting Machine Name 
Made by the originators of the postage meter 
. offices in 94 cities in U.S. and Canada Address 


For More Information Circle No. 204 
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~smigoth performance... / 


parm Jekelvalemel-meyel 


Atlantic Duplicator 


Reproduction Department 
American United Life 
Insurance Company 
Indianapolis, Indiana 


1 smooth finish sheet that pr 


iber of clear, sharp copies—put it on At 

Duplicator. An exclusive formula provides better t 

better absorbency...more efficient use of the duplicating 

fluid. Controlled moisture content reduces spoilage 

The quality of Atl > Duplicator can be seer 
ice. Seven colors and a clear, bright white 

provide a range for any office system and form 

work. For smooth, faultless duplication every EASTERN 
-run it on Atlantic Duplicator 


EXCELLENCE IN FINE PAPERS 


ATLANTIC BOND 


PN i fels ba loml ave] o\—) «- Mie 


ATLANTIC MIMEO 
ATLANTIC OFFSET 
MANIFEST BOND 


For More Information Circle No. 234 
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carefully so it can be easily understood. 
If the particular saving is unusually 
good, or hits upon an idea which ean be 
applied elsewhere in the corporation, the 
case in point is then relayed to the 
analysts at those locations. 

An example of this took place recently 
at our New Haven location. Our forms 
analyst there discovered that a produc 
tion report form with heavy usage was 
being prepared on a spirit duplicating 
master. As only a few copies were re- 
quired, he converted this to a snapout, 
with the using department’s approval. 
This resulted in an annual savings in 
forms cost alone of over $1,300. On top 
of that, management received the reports 
sooner, and the time and labor of dupli- 
cation were eliminated. As there is a 
similar operation at East Alton, this 
idea was transmitted to the analyst out 
there for action. 

The corporate forms control unit acts 
as the clearing house for these ideas and 
at the same time originates the work on 
the consolidation of local forms into cor- 
porate-wide “standard” forms. Once thi 
standard has been arrived at and chan- 
neled to the local units, they have to do 
the selling job at their own locations. 
The success or failure of the consolida- 
tion depends heavily upon their abilities. 

Naturally enough, the largest 
in forms cost are usually made through 


consolidations. 


saving’s 


For instance, several lo- 
using a material receipt 
form which was a four-color set, 84" x 
11”, hand collated and padded. It was 
hand-stuffed with carbon prior to writ 
ing. It was printed in quantities total 
ing 120,000 sets a vear. 

We redesigned it half-size, set it up as 


eations were 


a snapout set and ordered it from on 


source, as a corporate form. The sav 
ings in printing cost alone amount to 
over $2,300 annually. To augment this, 
involved 
elimination of the hand- 


stuffing and decollating of carbons. The 


we have the elerical savings 


through the 


girls concerned with the preparation of 


these forms are happy with the new one. 
Through such a simple idea as com 
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‘saving. 


bining bills of lading for more economi- 
cal printing runs, our Baltimore unit 
The 3rooklyn unit 
came in with $2,100 savings on the same 
sort of thing. 

Each of the local units does a credit- 
able job in its own right, realizing at 
the same time that the corporate unit 1s 
working for them and assisting them in 
obtaining savings. An example of this 
is our pro-rata method of distributing 
consolidated savings. For instance, our 
inter-office memo was established by the 
corporate unit and accepted as standard 
by the local units. The annual saving 
obtained through the long run order 
comes to over $3,000. This saving is 
then distributed proportionately among 
the using locations, by form 
shown in Fig. 4. 

If a unit takes 20% of the total run 
during a year, they get 20% of the total 
The important thing here is the 
fact that the local unit shows this dollar 
figure on its monthly report. It thus 
their saving. And why not? 
They did the selling, although the cen 
tral group initiated the move. 

After the local units have reported 
their monthly results to the corporate 
unit, the latter then prepares the con- 
solidated report (Fig. 4). This report 
is sent out with a covering letter to all 
coneerned. The letter highlights the 
month’s activities and acknowledges the 
outstanding achievements of one or more 
units for that month. 

Our consolidated progress report has 
stimulated friendly rivalry among the 
units and, thus far, each one of them 
has come up with individual perform 
ances that merited special mention. They 


saved over $3,000. 


usage, as 


becomes 


are all doing top notch jobs in their 
phase of the corporate program. We 
are aware of this at headquarters. We 
that the sum of all the parts 
equals the whole. Consequently, we do 
all we 


know 


ean to encourage and assist the 
units. This eannot 
be stressed too strongly for it is the 


men at these local 


hasis of a sound, productive, decentral 
ized forms control program. 





THE INDUSTRY THAT SERVES ALL INDUSTRY 


Walonals save us $60,000 a year... 


return 50% annually on the investment.” 


—KOPPERS COMPANY, INC., Pittsburgh 
“We use National Accounting Machines on Payroll Writing; 
Accounts Payable; Accounts Receivable; Sales Analysis by 
Product; Cost Analysis, Cost Reports and other financial 


statements; Stores Disbursement 
Ledgers and General Ledgers. 
“We estimate that these Nationals save us $60,000 a 
year, returning us 50% annually on the investment. An- 
other advantage is that simplicity of operation and automatic 
features make it 
easy to train 
operators.” 


Distribution; and Cost 


Finance 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, oHI0 
989 OFFICES IN 94 COUNTRIES 


Vice President, 


In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 


gladly sh Or write to 
us at Dayton 


* TRACE MARK REG 1).8. PAT OFF 
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MAKE 
THIS 
EASY 
7E87 / 


Type a few words, 
make erasure with 
any ordinary pencil 
eraser. Retype .... 
can you defect the 
correction? 





Start now to enjoy real typing pleasure. Use the 
handy prepaid post card to get your trial packet of 
Ezerase. We know you'll love it at first type. 











You'll fall in love with this truly remarkable paper from the mo- 
ment you start to use it. It's a unique paper that has a special 
patented surface — Millers Falls Ezerase is made especially for 
typing and erasing. When you make a mistake — no need to 
scrape and scrub — just use an ordinary pencil eraser and with 
slight pressure the error will brush off so quickly — so clean, 
leaving no smudge or muss, no holes, no tears. You'll be amazed. 
Best of all when you retype, the letters and words blend in so 


perfectly you can't detect where the correction was made. 











[] Please send me a trial Packet of Ezerase, 8'2 x 11, 
Substance 16. | enclose 50 cents to cover the cost. 


[] Please send me a free sample book showing the 
complete line of Millers Falls Ezerase. 








White and Canary, Substance 
9, Cockle finish is available 
from your printer or stationer 
in sizes 8/, x ll, 81/2 x 13, 
81, x 14 in handy 100 sheet 
packets or boxes, also attrac- 
tive, economical 500 sheet 


Printed “COPY” second sheots, 


marginal or diagonal, are 
available in size 81/2 x 11, Sub. 
9, White only. Legal marginal 


EZERASE ruled is also available in sizes 


81/2 x 13 and 81!/, x 14 in Subs. 
Bond and 


a Made Fine 7 





9-13-16-20, White only. 


Ezerase is available to your 


. ’ printer through national distri- 
Onion Skin bution in all standard large 
sizes. White and Canary in 
Substance 9. White only in 
Substance 13, 16, 20 for letter- 
heads and form work. 








ES a cn 


Ezerase is the original easy fo 
erase typewriter paper. It is a 
product of the 


This is a sample of 
sGitiens Pelle Heeense Bend, MILLERS FALLS PAPER 


White, Substance 16, COMPANY 
Cockle Finish, Millers Falls, Massachusetts 








Kk HEAK a lot about selling: 

the approach, leading the customer 

in the conversation, and 
the sale. This is all good, but the sale 
is never completed insofar as the busi- 
is concerned until the cash is in 
the drawer. Making the sale and 
granting credit are important, but most 
important following merchandising is 
the collections. 


closing 


hess 


There are only four ways to colleet 
an account: by sending a collector, by 
telephone, by mail, and by suit. Some 
concerns use collectors, especially those 
handling time payment accounts. This is 
admitted to be the best and most effee- 
tive method of collecting an account. 
Sut the trend of business has been get- 
ting away from this method of collect- 
ing, with the exception perhaps of those 
concerns that cater to all classes of 
trade. Therefore, on slow and delin- 
quent accounts, it is up to the credit 
department either to telephone or write 
such an account, putting it all in one 
word, “dunning.” 

The more you know about each de- 
linquent account or customer (habit 


back- 


of paying, financial and moral 
ground) and the phraseology you use 
in bringing it to their attention, either 


by telephone or letter—the more suc- 
cess you will have in getting them to 
pay the account and still retain their 
good will. 

To give these past-due accounts proper 
attention, you should have a constant 
reminder, divorced from your accounts 
receivable department, so that you can 
operate independently without the ac- 
counts receivable department being dis- 
turbed. This constant reminder can be 
either a card system or on a columnar 
form showing the amount owed and how 
much paid. A columnar form requires 
less handling time. The amount owing 
on the first of the month should be 
posted to this sheet. Amounts paid on 
account are posted daily. This can be 
done by you or your secretary from 
your cashier’s records. This constant 
reminder keeps you familiar with the 
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Collecting Small 
Past-Due Accounts 


L. ROY CHRISTIE 
Secretary-Treasurer, United Oil Corp.. 
Columbus, Ga. 


standing of each account, so that you 
do not overlook any. By keeping the 
sheet before you all the time, it will 
serve as a “booster” because, after a 
while, you will get tired of looking at 
the same past-due account and make 
up your mind to get it paid. 

To use this: constant reminder 
cessfully, follow this three-point 
cedure: 

1. Between the 10th and the 15th of 
the month following purchases, go 
through it and mail second statements 
of accounts showing date and amount 
due to those who haven’t paid by the 
15th. 

2. Between the 20th and the 25th of 
the month, go through your constant 
reminder and write down the names and 
amounts of all accounts that haven’t 
been paid. Study this list and, if you 
think it advisable, either telephone them 
or have someone else telephone or see 
them. Work on this until the end of 
the month. Employ a female clerk with 
a pleasant voice. Instruct her to get the 
party and say, “The (company) is 
calling in regard to your account.” This 
puts the debtor on the spot. They 
won’t show anger to a lady, and are 
forced to give kind of answer 
which is taken down by your clerk who 
says, “Thank you,” and hangs up. 

This list of names and their answers 
are turned over to you for study, and 
to see if the promises are fulfilled. 
Some will do as they say, but the pro- 
fessional put-offs will tell you some- 
thing they have no intention of ful- 
filling. For instance, some will say, 
“T’ll mail you a check today,” just to 
get rid of you and then intentionally 
forget it. 

The way to corner them and get ac- 
tion, wait a few days and then 


suc- 
pro- 


some 


is to 
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you telephone them and say, “The cheek each account is paid. This earry-over 
which you mailed to us (date) must list is the one you want to concern 
have gotten lost in the mails and we trate on, because it contains the oldest 
are calling you so you can notify your unpaid accounts. You have used every 
bank to stop payment on the original device you know to get the account 
check and issue a duplicate.” This will paid amicably as outlined above, so now 


bring a retaliation by the debtor but vou are at liberty to use any means 


regardless of what is said, offer to “help” possible to force immediate and prompt 
the debtor by sending for the check settlement on any balance. 
or payment. This will foree him to You might preter to start off with the 
commit himself by making a_ direct suggestive approach. Have a check 
statement of agreement which you can — printed such as the illustration below. 
follow up and see that it is carried Fill in all of the check except the bank 
out according to such agreement. name and signature. Note on the back 
3. Atter the first of the succeeding ot check there is printed space for 
month, when you prepare the daily rou address of the debtor. Attach a busi- 
tine for the next month, get your list ness reply envelope to the check and 
out again and start working on it until mail it to the debtor. This filled-in 





CHECK NO. 
BANK NAME_ 
COLUMBUS, GEORGIA 


WILL PAY 
TO THE 
ORDER 
OF > UNITED OIL CORPORATION 
1211 FIRST AVENUE 
COLUMBUS, GEORGIA 














SIN3IN3SYOONZ 


COLUMBUS, GEORGIA 











The front and back of the check (on safety paper) which is filled out and sent in a window 
envelope to the delinquent account. 
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We've got a lovely new RED HEAD in our 
GRASERSTIK family 


























EraserStik—the greatest improvement 
in erasers since the invention of rubber 
—proudly introduces a new member 
of the family... #7066 and #7066B. 


Like its daddy, our new baby has a 
gleaming white finish—but the rubber 
stock is RED, the brush is RED and 
the imprint is RED. 


Our new REDHEAD is designed for 
those who prefer a soft red typewriter 
eraser that’s handier and more conve- 
nient than the circular styles. Excellent 
for originals or carbons. It completes 
our service on pencil-shaped erasers. 





You have your choice—7066 and 
7066B for your customers who prefer 
a red eraser—and 7099 and 7099B, 
those perennial popular standbys with 
the grey rubber, blue brush and blue 
imprint. 


ND canBens) U.S.A. 7066B | 
aT ade Ieee PY: 








The price is the same. So is the sales 
impact. Packed in displays or 2 gross 
units. Don’t wait for your 
AWM. FaBER-CASTELL Sales man. 
For prompt delivery, mail your 





=| 
_ 
i— 


eS 










a y d 1 
order today. 
ay & 
a 
O& 
(9 
: 
i A.W.FABER 4 > 
= CASTELL 95 


PENCIL CO 
NEWARK 3,N. J. 


GO 


- 
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check has the same purpose as a state- 
ment of his account, and eliminates 
the excuse of not having a check. The 
business reply envelope eliminates the 
excuse of not having an envelope or a 


stamp. The suggestion, of course, is 


for them to put the name of their 
bank in the space provided, sign the 
check, put it in the envelope and mail it 
to you. This is very good for indi- 
vidual purchases, and is also good for 
commercial accounts in some instances. 





How Much Are You 
Paying for Water? 


WILLIAM J. MAYS 


Ist Vice President, Cordley & Hayes, 
New York 


OW MUCH does it cost you to sup- 

ply your employees with drinking 

water? Otherwise cost-conscious ex- 
ecutives often will reply that they don’t 
know, or they’ll wave the question off, 
saying, “Water’s free,” or, “It’s in- 
cluded in the rent.” 

Actually, the costs can be substantial, 
particularly when the water supply is 
not strategically located and especially 
when it’s out of sight in a washroom or 
other “behind-doors” location. These 
costs can be cut to a minimum simply 
by reducing the walking distance be- 
tween employees’ work places and their 
drinking water supply. It’s that daily 
parade to and from the water supply 
that costs money. 


EX W 


CY % (DX 8) 


320 X 60 
E is the number of employees. 


W is their average hourly wage rate. 


workers’ desks or benches to your pres- 
ent water supply. The average worker, 
our have shown, takes four 
water breaks per day, so he walks the 
distance you have just measured eight 
times. Our studies also show that he 
walks an average of 320 ft. per minute. 
Therefore, if your water supply is 75 
ft. from this worker, he'll spend two 
minutes a day (distance multiplied by 
eight and divided by 320) just walking 
back and forth to get a drink of water. 
When you multiply this figure by the 
number of employees and by the average 
number of days they work a year, you’il 
find you have a pretty big figure. 
Remember that the two minutes a day 
If your water 


studies 


is for walking time alone. 
supply is in out-of-sight place 
where workers can engage in idle con- 
versation and loitering, be prepared to 
add on another five or ten minutes or 
even more, 

Here’s how our formula 
written algebraically 
the variables into account: 


some 


looks Ww hen 


it is taking all 


Annual cost in dollars for walking time alone. 


Y is the number of days they work a year. 

D is the average distance from their work to water supply. 

8 is the average number of daily water breaks (four round trips). 
320 is the average number of feet walked per minute. 


60 is the number of minutes per hour. 


We have worked up a simple formula 
to figure just how much the parade costs 
and how much you ean save by relocat- 
ing your office or plant water supply. 
You'll find that you will profit in terms 
of improved employee morale, better em- 
ployee relations, increased efficiency and 
output. 

Measure the from 


average distance 
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Let’s see how the formula works out 
in a typical example where drinking 
water is supplied for 50 employees 
whose average wage is $1 per hour and 
who work 240 days a year. Figuring on 
the basis of a 75 ft. average distance be- 
tween employees and water supply, we 
find that the daily parade is costing the 
employer about $375 a year for walking 
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Reports copied in 4 seconds! 











| 











No chemicals! No negatives! 


Now! Do 90% of your office copying with the 
THERMO-FAX “‘Secretary’’ Copying Machine. 
Exclusive All-Electric process is entirely dry . . 





eliminates all chemicals, negatives. You copy original 
material right when you eed those copies most for 
as little as 4¥2¢ per copy. Send for details now. 


Thermo-Fax 


BRANO 


Copying Products 


Sxmmete The terms THERMO-FAX and SECRETARY are trade- 
¢ % marks of Minnesota Mining & Mfg. Co., St. Paul 6, 
4 ye Minn, General Export: 99 Park Avenue, New York 16, 

“e N.Y. In Canada: P. O. Box 757, London, Ontario. 





oer nr nr ~ 
Minnesota Mining & Manufacturing Company | 
Dept.ES-96, St. Paul 6, Minnesota | 
Send complete details on the time-saving, money-saving THERMO-FAX | 
Copying Machine. © | 
| 

| 

| 

| 

| 








Company 





Address 
City Zone State 








| 
| 
| 
| Name 
' 
| 
| 
| 
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Cost is $375 


Cost is $250 eee 


Cost is $125 


75 ft. 


time alone. The actual cost, adding in 
time lost in behind-doors conversation 
and loitering may well hike the cost to 
around $1,000. 

It should be evident that big savings 
are possible by simply, locating a water 
cooler in sight, regardless of the distance 
travelled to reach it. But getting back 
to our example you can see that the 
same cooler located within 50 ft. would 
cost one-third less and save about $125 
annually. If it is feasible to locate the 


cooler within 25 ft., as much as $250 


ean be saved. In instances where work 
places are widely separated and it is 
possible to locate a cooler or other water 


source em- 


second 


within, say 50 ft. of all 
ployees, the installation of a 
water supply may solve the problem. 
Savings realized will quickly pay for 
another watercooler plus earning extra 
dividends in more productive time for 
many years. 

There is rule that 


no hard and fast 


108 


Costs increase as 
the average distance 
from workers to 
drinking water in- 
creases. Money can 
be saved by the 
strategic location of 
watercoolers. 


can be applied to watercooler locations 
but our experience shows that an at- 
tempt should be made to keep coolers 
within 50 ft. distance from the ma- 
jority of the employees who will use it. 
If average distances run well over 50 
ft., serious consideration should be given 
to a second, or a third, cooler. 

Even within 50 ft. it would not be ad- 
visable to expect a cooler to efficiently 
serve more than 75 to 100 persons. In 
these two smaller each 
centrally located and serving a smaller 
number of will effect savings 
by eliminating crowding and waiting in 
line as well as by reducing walking time. 

In planning a relocation or installa- 
tion of a new water supply, keep supply 
lines and drain returns as short as pos- 
sible. If extra and costly plumbing is 
necessary, you can use the formula pre- 
sented here to estimate how long it will 
take the new installation to pay for it- 


(Continued on page 231) 


Cases, coolers, 


persons, 
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oneness 


“T’m tempted...to get a postage meter!” 


Miss Gottlebee is away this week. 
(Mumps!) But the mail must go out. J. P. 
Grieving. Branch Manager, has been lick- 
ing and sticking stamps and envelope 
flaps all afternoon...So now we have 
another hot prospect for a DM, the desk 
model postage meter. . . 

Today, any office—even the smallest 
branch—can afford the convenience and 
control of a postage meter. One DM user 
in 3 spends less than $1 a day for postage. 

Thanks to the handy little, low-cost 
DM, you can print postage as you need 
it—any amount, for any kind of mail, 
including parcel post. And there’s a 
moistener for sealing envelope flaps. You 
get the mail out in minutes. 


PITNEY-BOWES 


Postage 
‘/ Meter 


Offices in 94 cities 
in U.S. and Canada 


The dated postmark, needing no can- 
celling, makes less work in the postoffice, 
so your mail can often catch earlier trains 
and planes. You can also print your own 
small ad on every envelope, if you like! 

Your meter is set by the postoffice for 
the amount of postage you need. Your 
postage is protected from loss, damage, 
and misuse ... automatically accounted 
for on visible registers. 

There are models, electric or hand, for 
every Office. Ask the nearest PB office to 
show you. Or send coupon for free 
illustrated booklet. 


FREE: Handy desk or wall chart 
of Postal Rates, with parcel 
post map and zone finder. 


menconenenn™ 
eoneenere 


cena 
aanvocoesees ‘ 


> Fee et 
=) YOUR 
k +4 
Br WER 
PiTNEY-Bowes, INC. : 


3418 Pacific St., Stamford, Conn. 
Send free CQ booklet, CQ Postal Rate Chart to: 


Name 


Address 
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Sally At ey yh ug 


Suddenly her job’s a joy with Clary’s easy 
multiplication and division—Power Controls—comfortable 
keyboard—hummingbird speed and humming quietness. And 
now a choice of 5 Clary colors, in 10-Key or Full Key! Just 
call the nearest Clary dealer or Factory Branch 

Office in your yellow pages. 





— BUSINESS MACHINES DIVISION 
CLARY CORPORATION 
AN GABRIEL, CALIFORNIA 


es* at * 
vw 


creator of modern adding machines and cash registers. .. for America and the world. 
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Check Your Postal Scales— 
They May Be Wasting Your Money 


ARTHUR SANDERS 


Executive Secretary, National Association of Scale Manufacturers, Washington, D. C. 


N MAILING parcels or letters, office 
executives are playing a peculiar kind 


which might be entitled, 
“Heads I Tails the Post Office 
Wins.” Nobody ever heard of the post 
office granting a refund when too much 
postage was put on a package or enve- 
lope. On the other hand, all of us are 
familiar with the nuisance of “postage 
due.” 

The company making large mailings 
requires postal seales that are reliable. 
The post office is not going to let you 
put fewer stamps than required on the 
letter or pareel. If you do, you'll find 


of game 
la se, 
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one of two unpleasant things happening. 
The post office will either return the 
mailed item, resulting in a delay which 
could be highly inconvenient, or it might 
forward the item with postage due on 
it, which could prove embarrassing. You 
don’t want to subject a customer or 
prospect to the petty annoyance of pay- 
ing postage due on mail from you. 

If your seale is worn and inaccurate 
and is causing you to put more stamps 
on your mail than are actually needed, it 
can amount to a very large loss. The 
scale inaccuracy has to be only a small 


fraction of an ounce for such losses to 


11 





THE ANNUAL ERROR COST OF A "FAST" MAIL SCALE 
WHEN IT OVERCHARGES INTO THE NEXT WEIGHT UNIT. 





EACH OUNCE EACH POUND 





NUMBER OF 6c 3c 4c 7c 
OVERSTAMPINGS FIRST ZONES ZONE 
DAILY CLASS 1&2 4 





LETTERS PARCEL POST 
$45. $60. $105. 

75. 100. 175. 
112. 150. 162. 
187. 250. 437. 
600. 800. 1400. 
750. 1000. 1750. 


occur. An extra 3e-stamp on a letter 
can be the penalty for an error of 
le-ounce or less, if the seale indicates 
over the ounce mark for a letter which 
actually weighs less. Suppose you are 









































giving away an extra three cents on one- 
third of the items you mail. If you are 
doing any volume mailing at all, you 
can quickly pay for an accurate new 
postal scale and be a great deal of money 
ahead. 

Not even the Post Office Department 
could estimate the annual cost of errors 
in excess stamps given up by the sender. 
It depends on a great many factors, dif- 
ficult to evaluate. This we do know 
it doesn’t take many overweight pieces 
of mail in an average day to pile up to 
large sums annually. The sums are 
enough that offices with just a reason- 
able volume of outgoing mail can be 
equipped with reliable seales, paid for 
with the savings. 


Heavy duty letter and small parcel postage 
computing scale with weight indicated in In the accompanying chart are shown 
half-ounces. the cost of just six to 100 overstamped 
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CARTERS 
Rubber Cement 
STICKS CLEANLY 


. +. excess rubs off fingers and paper 
in a jiffy! 
SPREADS SMOOTHLY 
- no “stringing” with Carter's. 
Smooth, easy spreading every time. 


DRIES QUICKLY 
. sticks fast, saves time. Pure, 
natural crepe rubber means stronger 
sticking. 
ENDS WRINKLING 
Available in tubes, 2-ounce and ... even the thinnest paper will not 
4-ounce Brush-Cop Bottles wrinkle with Carter's Rubber Cement. 
Pints, Quarts, Gallons and 
Handy Pint Dispensers! 


*eeeeoeeeeeeseesenseeeeesse 


OTHER CARTER PAPER STICKERS 


, ! 
Be smart as a kitten! Order i PERFECT FOR OFFICE USE 


Carter's Rubber Cement 
from your favorite source Carter’s Cico Paste 


qVP, for stationery wars ... the thinner you spread it, the 


supplies. ==" better it sticks paper. 


live 


2 4 Carter’s Mucilage 
—— . « » @ favorite for heavy 
Since 1858 specialists in Fine products for Office, School, Home Se ok paper sticking. 
ond Industry: Carbon Paper; Typewriter Ribbons; Adhesives; sicher 
Stamp Pads and Inks; Duplicator Supplies; Writing, Drawing and 
Indelible Inks; Eradicators; Artist Colors; Marking Devices and Inks.. 


THE CARTER'S INK COMPANY, CAMBRIDGE 42, MASS. Advertised in LIFE 
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Everybody LOVES fresh Linens... 


(You kuow they de-/) 


...and as an alert office manager you realize that employees 
and visitors alike appreciate the hospitable touch of soft cotton towels 
in your washrooms. But did you know how really inexpensive it is 
to provide this comfort through Linen Suppty Service? It would 
pay you to check. 


* Call your Locat Linen Sup- 
PLIER (under “‘Linen Supply” 
or ““Towel Service’’ in the 
classified phone book). Or 
write us for free descriptive 
booklet. 


e 
Association of America 
: and Nationa! Cotton Council 
22 W. Monroe St., Cuicaco 3 


IN ANY BUSINESS...LINEN SUPPLY IS GOOD BUSINESS 
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mail pieces each day for a 250-day year. 
The second and third columns show the 
error cost on first elass air and surface 
mail; the last two columns are for parcel 
post at two typical zone rates. The unit 
weight (ounces and pounds) system of 
postage puts a tremendous double post- 
age penalty on any very small scale 
error which computes the charge for the 
next highest unit weight. The system 


puts a premium on correct weights. It 
is a tact, though, that many offices are 


not seale-equipped to take advantage of 
this situation. They don’t realize that a 
worn scale doesn’t it just goes 
right on showing incorrect weight indi- 
cations. 

The annual error cost would be stag- 


knock 


Scale with  fan- 

shaped computing 

chart, for letters and 
light parcels. 
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Above: Scale with movable poise on beam. 
At left: Automatic 70-lb, parcel post com- 
puter with keyboard zone selector. 


gering for an office with really large vol- 
ume incorrect mailings, but for just ten 
a day at 3c each the annual cost is a 
sizable $75. 

Unlike commercial which are 
used in buying and selling, postal scales 
are not subject to weights and measures 
inspections. A great many of them have 
been in use “since the Year One,” with- 
out maintenance service. All too often 
they have been subjected to rough wear 
or abuse and are not nearly so accurate 
as they were when new. 

A seale is just a mechanieal device 
like anything else and is subject to be- 
coming inaecurate with long or hard 
use. The inner mechanisms of scales are 
often built to the tolerances of a fine 


seales 





A 20-0z, and 3-lb. capacity letter scale. 


watch. Of a thousandth or a ten 


inch is not unusual. 


thousandth ot ar 


People who wouldn’t think of abusing a 


of dropping a 
postal 


innards 


nothing 


wateh will think 


huge, heavy pareel on a delicate 


scale and thus jar its sensitive 
out of alignment. 

Here is a rule which all 
should observe 
that their staff 


heavy 


olhes peopl 
sure 
are p 


caus 


themselves and make 
observes, too: Never 
scales. It ean 


parcels on 
maladjustment in a single stroke. 

An inaccurate scale can be extremely 
expensive. It can quickly cost the com 
pany that owns it a lot 


away overweight than it 


more In giving 


would cost to 


Package scale used in many small post offices. 


With first class domes 
ie a pound, 
lew 


buy a new scale 
mail costing 
not hard to see that a 
each item given away by fast (shows a 
is actually on the 

mount up very 
true where 


tice surtact 
it’s cents on 


higher weight than 
platter ) 
quickly. 


mass mailings are made, where such er- 


scales can 


This is especially 


rors are compounded hundreds or thou- 
sands ot times. The amount the user 
has invested in the seale is literally pea- 
nuts to the cost ol repetitive seale 
weighing errors. 
Management is better 
that commodity weighing 
play in business. Unquestionably, hun 


aware of the 


role errors 


At left: A 30-lb. capacity all-purpose mail 
scale. Below: A 4-lb. beam type computing 
scale. 


THE Orrice—September, 1956 





She’s heard that “‘America does business on Nekoosa 
Bond.’”’ Now she knows why. Her typing looks crisp 
and clear, her letters are a joy to behold and erasing 
just doesn’t show. 


Why not make Nekoosa Bond your paper choice, 
too! Get all the prestige of a famous watermark— 
plus distinctive appearance and unusual durability. 
Your printer or Nekoosa paper merchant has it in 
your choice of a dozen colors—for letterheads, en- 
velopes and most of your other business forms. 


OHehoose. 


Nekoosa Bond ® Nekoosa Ledger ® Nekoosa Duplicator 


Nekoosa Mimeo ® Nekoosa Manifold ® Nekoosa Offset ~~ <~ > | —J 
Nekoosa Master-Lucent ® Nekoosa Opaque E... S 
and companion ARDOR Papers 
NEKOOSA-EDWARDS PAPER COMPANY @ PORT EDWARDS, WISCONSIN 


For More Information Circle No. 210 








dreds of millions of dollars are lost to 
buyers and sellers every year by weigh 
you a true 
story how losses on one single seale call 
half-million dollars in a 


ing mistakes. Let me tell 


amount to a 
year. 

Speaking at a meeting of the National 
Seale Men’s Assn., Fred Blumers, chiet 
methods engineer of General Mills, r 
marked that if his company had a scale 
which gave as little as -oz. overweight 
on a package of breakfast food, the loss 


Ever been 
embarrassed? 


e By having your mail arrive at its 
destination Postage Due’? Maybe 
annoying prospects and customers? 
Happens every day. 

e A worn out, inaccurate mail scale 
can lose goodwill if it underweighs, 
And waste postage if it overweighs. 
Play safe with a Pitney-Bowes scale! 
e A PB scale with high precision, 
automatic pendulum mechanism, 
registers instantly, gives the exact 
weight in fractions of an ounce. 

e Big hairline indicator shows 
Markings, 


widely-spaced, are easily read. Save 


the postage required. 


time as well as postage. 


PITNEY-BOWES 





PitnEYy-BowEs, INc. 


Seiad Made by the originators of Une postage meter 


CRP rea raiace 


in a vear from that one seale alone could 
amount to $100,000. If seales weighing 
packages of flour were to give as little 
as %y-oz. overweight per package, the 
loss could run to $500,000 a year fo! 
that scale alone, he said. 

It’s really money that your scales are 
weighing and, if they are not right, it’s 
eoing to cost vou money. Become “scale 
conscious,” take care of your seales, in 


spect them regularly, and replace them 
when they are beyond eeonomical repair, 









@ Six PB models, including a parcel 
post model up to 70 Ibs. Ask the 
nearest PB office to show you. Or 
write for free illustrated booklet. 


FREE: Handy desk or wall chartof Postal 
Rates, with parcel post map and zone finder. 


Mailing Seales 


3486 Walnut St., Stamford, Conn. 


. offices in 94 cities in U.S. and Canada. 


For More tnformation Circle No. 303 
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ee POLEIC ALIMINUM “DOSTURE” CHAIRS 














A 4-lb. scale for small items and a 50-lb. 
package scale. 


and you will be Money ahead. lenore 
the scales and trust to luck that they are 
functioning properly, and the profits 
which the scales should be protecting 
will be turned to losses. 

The scale is tremendously important 
to your business. Your internal ae 
counting is often done on the basis of 
weights of raw materials received in the 
plant and finished products shipped out. 
If there is a sizable error due to weigh- 
ing, your accounting can, of course, be 
no more accurate than your scale. 

Weighing plays an important role in 
other areas, too. Wages for piece work 
are often paid on the basis of weight, 
goods are produced and “hatched” by 





A parcel post scale, made by John Chatillon 
& Sons, in the Chinatown branch post office, 
New York. 
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Scales for letters and small packages with 
computing charts. 


welght, taxes are paid by weight and 
many other operations likewise depend 
upon accurate scales. 

If you would like to play an amusing 
little game with yourself, try to think of 
something that has not been weighed at 





least once in its production or manufac 
ture. We do not think it is_ possible. 
One of the challenges scale men like to 
make is to invite anyone to name any 
thing that man eats, uses or wears, that 
has not been weighed along its course. 
So tar, nobody has been able to name 
such an item. Your business does busi 
ness by weight. Your company’s profit 
and the sueecess of your product may 
well depend upon the accuracy of you 
weight determinations. 





A platform package scale. Dial can be locked 
and read after a large package is removed 
from platform. 
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COL 


$39.95 





COLE’S ALUMINUM “POSTURE” CHAIRS 


10 EXCITING COLORS 


- wr 
+ A 


¢The "EXECUTIVE" Arm Chair No. 2550 


+ wit 


a 


Junior “EXECUTIVE” Chair 


No. 2825 $59.95 


The "SALESMAN'S" 
Chair No. 2610 


The "SIDE 
No, 2600 


15/5" deep. * $39.95 


No. 2616 $29.95 


For More Information Circle No. 253 


STEEL EQUIPMENT CO., INC. 


415 Madison Avenue, New York 17, N.Y. 














No 





COLE’S DELUXE LINE OF STEEL CARD CABINETS 


ONE DRAWER UNITS 
(1600 Card Capacity) 
Card 


Size Width Height 


x 











COLE'S FAMOUS 
“AIR-FLO" FILES 


meavy 3auge 


Dali-pearing 


r+ 3° 


No. Wide High Deep Price 
Letter Size . 1004 1434" 
egal Size . 8004 1734"' 


No, 1004 $94.90 


For those who can afford the best! 


52\/4"" 


TWO DRAWER UNITS 
(3200 Card Capacity) 


Card Card 
Price No Size Width Height Price No. Size Width 
$4.10 ( 2 sx 13%" 1g” $7.20 C x x , 
4.80 C3462 4x6 144% 644" 8.30 Cot xt 2 
6.20 ( S2. 5x8 18%” T's” 11.00 C358 xs 2 
9.65 C3692 6x9 0% 13.80 ( ) 6x9 ) 


SEND FOR COLE'S LATEST CATALOG. 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A 


For More Information Circle No. 433 


STEEL EQUIPMENT CO., INC 


415 Madison Avenue, New York 17,N. 


S's 


grawer 


ring sk and de € adjusta ge 
Co f fou ynd—sk 
encian ¢ Jrawer f of tt 
ne e oucn of The . TS ' c pre r t 
en, Cole gray, mist wide, 51'4'' hiagt 7 
Cole gray finish. 
No. 1090—San e 2S i 
285'' $84.90 drawers instead of letter size «< 
52\/44'' 2852'' $93.75 wide, 51'/2"" high, 17'' deep. $85.00. 


THREE DRAWER UNITS 
(4800 Card Capacity) 

Height Price 
51g” $13.80 


17.00 
19.95 
22.95 









Much of Bank’s Office Work 
Is Done After Dark 


HILE MOST office workers are at staff in divisions which accept late de 
home fast asleep, many others art liveries and must 
on their way to work. The mght y it is received. The loan division has 
Trust Co a four man team which takes over where 


process all work the 


ol New York comes to work 
re p.m. and midnight, and leaves 


owl complement of Guaranty 
betwee! the day force leaves off and _ finishes 


Is responsible tor completing the day’s 
postings and journalizing, disposing late 


jority ot those working at might pretet 
have day debits and eredits to other departments, 


heht in which to get outdoors and eH yO preparing prootsheets for the account- 


hetore work around midnight. The night group 


day staff gets to the office. The ma 


the dark hours because they 


ng department and lability reports to 


he delivered to the credit department at 
9 a.m. They also effect proot with other 


themselves. The rest of us must be con 
nt with sunshine on weekends and 
holidays. Those th late hours find 
busses and trains less crowded. It is a divisions and departments. The might 
occasion when a night worker can’t men, primarily provers and checkers, 

that nore lh all CXCE ption book any errors or 


rare 
find a seat on the subwayv—a claim 


few on the day force can make. That omissions in. the day’s work. The day 
those who work past midnight really e1 foree reads these billets-douxr and makes 
joy it is substantiated by their long the 
service record. Ten ot the 16 men \ \ seven-man 

partment team arrives tor work about 


necessary corrections, 
foreign hookk« eping ce 


ing as special officers during 
) p.m. and continues until their various 


have Ove! ID vears’ Se] 
T jobs are completed. This group proves 


bank needs a 


This afternoon mail- 
ing force works from 
2 to 10 p.m. at Guar- 
anty Trust Co, of 
New York. 
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Only Rex-Rotary D-280 has a 100% 
“Select-0-Matic” inking, regulating itself for 
Light, Medium or Dark impressions — This Inking 
System is simply exchanged for different colors. 


Only Rex-Rotary D-280 has 100% 
Accurate Registration — as a printing press. 


Only Rex-Rotary has Rubber Ink Distributing 
Rollers which are usable for other colors 
and guarantee up to 35% savings on ink. 


Only Rex-Rotary D-280 has an Eye Appeal, 
so modern that it will compliment the 
most discriminating taste in office decor. 


This amazing Twin-Cylinder duplicator uses 
quick drying Paste Ink. NEVER clogs 
or leaks. Its everlasting Silk Screen 
eliminates hardened and messy ink pads. 


Ask us — and your nearest Rex-Rotary 
dealer will be most happy to arrange 
a trial-demonstration for you. 





See us at: 

The National Stationery & Office Equip- 
ment Assn. Convention, Chicago. Sept. 29- 
Oct. 3, Booth 366-367. 


National Business Show 
Now York Oct. 15-19 
Booth 123 





RexiMorany ss 


387 FOURTH AVENUE 


New yoRK 16% ¥% Sj] k-Screen mimeograpl 


For More Information Circle No. 244 











add A-U-1-0-M-A-T-1-0-N 


efficiency in your 


COLLATING and GATHERING 


with the JCM 


FULLY AUTOMATIC 


VERTICAL COLLATOR 





Perfect for Fast, Accurate, Eco- 
nomical Collating and Gathering 
of: 


BUSINESS FORMS, CATALOGS, BULLETINS, 
PRICE LISTS, HOUSE ORGANS, MANUALS, IN- 
SURANCE FORMS and every other collating job. 


With the high-speed, fully automatic JCM VERTI- 

CAL, one operator working on a 4 part machine 

does the work of 6 to 10 girls working lo fh hand. 
Handles 12-lb stock to 100-Ib stock, in 

14". JCM Vertical Collators are made in 

ples of 4 part units with automatic « et-pi 


ery as standard equipment on all mode 
WRITE FOR FULL INFORMATION TODAY! 


J. CURRY MENDES 
CORPORATION 
| CURRY LANE e CANTON, MASS. 


Western Offices: 
S. Clinton St. . Chicago, III. 


Eastern Offices: 
22 E. 29th St. e New York, N. Y. 
West Coast: 
619 W. Washington St. 
Los Angeles, Calif. 
For More Infromation Circle No. 358 


500 


124 


| erate 


the balances of 
day foree, and 


which were in 


records posted by the 
posts various records 
during the daytime 
and not available tor posting. They op- 
the journal for all divisions of 
the foreign department, complete the 
| journal work in all its phases and pre 
pare the necessary reports for the ae- 
| counting department. This group 
posts and proves all foreign department 
liabilities and prepares the reports for 
central liabilities. Another important 
function of this night staff is the prep- 
aration of a consolidated position sheet 
of all Guaranty’s foreign currencies in 
accounts abroad. This report is used by 
the foreign traders and must be de- 
livered to that group before the day’s 
trading starts. 

Special officers maintain surveillance 
at the bank’s buildings round the clock 
in three eight-hour shifts. The chief re 
sponsibility of the late groups is pro 
tecting the bank, and throughout the 
night they make rounds. But special 
officers do limit their interests to 
burglars. They protect registered mail 
delivered to the bank during the early 
hours of the morning, protect deliveries 
to and from the Clearing House dur 
ing the night, and let late workers in 
and out of the bank during the hours 
that doors are locked. They are on the 
alert for possible fires (machines or fans 
may be left running and can become 
overheated) and broken water pipes. 

Four men in the telegraph and eable 
department arrive at 4 p.m. and work 
until midnight. The volume of. night 
letters and ecablegrams reaches its peak 
between 4 and 6 - Seventy per cent 
of all cables the hank come to 
this department at that time and half 
of them have to be coded reduce 
transmission costs). Three other men 
work from midnight to 8 a.m., handling 
incoming messages and processing them 


use 


| 


also 


not 


sent by 


(to 





for delivery to operating departments 
the first thing in the morning. 

The transit division works on a 
hour Eighteen men work 


24 


basis. from 3 


(Continued on 231) 


page 
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Here's the long and the short 
of Quality Duplicating 


Make sure your company’s duplicated mes- Hammermill Duplicator gives outstand 
sages get proper attention by making them ingly bright copies with Azograph and 
easy to read. Select paper made for dupli- spirit duplicating machines. Comes in 
cating machines—-Hammermill Mimeo bright white and six popular alkali-resistant 
Bond and Hammermill Duplicator. colors that will not discolor when used wit! 
Hammermill Mimeo-Bond is made spe- the Azograph. 

cially for stencil duplicating. machines Why not send for our free idea-books 
has a new, firmer surface that resists linting “Duplicator Facts’ and ‘Better Stencil 
at high speeds. Gives up to 2,000 clear Copies. Write on your business letter 
copies from one stencil. Its special ‘“‘air head. Hammermill Paper Company, 1463 


cushion” surface minimizes set-off. East Lake Road, Erie 6, Pa 


HAMMER MILL fon serren cores From 
DUPLICATING PAPERS OFFICE DUPLICATORS 


For More Information Circle No. 386 
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| Producer of Pens Is 
SAVE MONEY Steel Strike ‘Cupid’ 


TIME and LABOR The president of the United Steelwork- 


with ers Union, David J. McDonald, came out 
of a bargaining session in Pittsburgh on 


NEW ELECTRONIC HOT WAX PROCESS July 20, mopped his brow and voiced the 


SPOT CARBONIZING wish that he could ‘* buy a ballpoint pen 
that will work,’’ so he could immediately 
'e) 3 YOUR OFFICE & BUSINESS sign an agreement. Before that day had 
ended, Mr. MeDonald received a _ tele 
gram from Louis M. Brown, president, 
Eberhard Faber Pencil Co., saving that 
Eberhard Faber was rushing 100 of its 
efficient Noblot pens to both Mr. Me 
Donald and John A, Stephens, the man 
igement negotiator, in the hope they 
would help assure 100 years of peace in 
the steel industry. 
Management negotiator Stephens took 
time out during the height of the ne 
SPOT CARB is applied directly gotiations to acknowledge the Eberhard 
to back of each sheet in any size Faber gesture in a personal letter to Mr. 
or shape. Clean, non-smudge. grown which included the statement: 
Eliminates necessity of carbon ‘When the time comes for signature, 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small, receipts to 
large accounting forms — single 
= multiple sets. Our complete written four davs before the steel strike 
plant handles printing, spot Car- was ended by a Memorandum of Agree 
bonizing, binding. Contact us di- eal s 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet SPOT 
“How to save with SPOT 


you may be sure that mine will be affixed 
with one of your pens. If your family 
and friends have in the past been at a 
loss for an appropriate nickname or term 
of endearment for vou, ‘Cupid’ will serve 
from here on.’’ The Stephens letter was 


55 LAFAYETTE STREET, NEW YORK 13, N. Y. 


Send samples of SPOT CARB forms and 
free booklet "How to save with SPOT 
CARB" 


FORM oc cccucs 


* 
_emees “Not efficient? She’s too efficient. She files 


a 
SIGNED things before I see them.” 
For More Information Circle No. 400 
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... to make 5 photo-exact copies of any 
record for 242¢ each. Letters, news 
clippings, pencil or ink records .. . even 
carbon and spirit duplicator copies can 
be reproduced by anyone in your office. 
No change in your present room light. 
... to make a translucent “whiteprint 
master” for 10¢. No time lost, now, 
when you wish to produce quantities of 
blueprints or whiteprints from opaque 
or two-sided material. 

...to make an offset plate for less than 
20¢. Now you can “go to press” in rec- 


~ One minute 
is all it takes 


ord time and at a new low cost. No time 
out or shutdown when you shift from 
document copying to platemaking, or 
vice versa. 

Now ... more versatile than ever 
Thanks to Kodak research and develop- 
ment, the Verifax Copier now makes 
photo-exact copies at a new low cost... 
does jobs which never before were with- 
in the scope of office-copy equipment. 

See how thousands of offices are 
using Verifax Copiers. Mail coupon. 


Prices quoted are subject to change without notice 


~-——-———-—-—-—-—-—-—— —MAIL COUPON TODAY————————- . 


EASTMAN KODAK COMPANY, Business Photo Methods Division 


Rochester 4, N. Y. 


Gentlemen: Please send me a free copy of “New Time-Saver— 
New Idea for Every Office” and names of near-by Verifax dealers. 


Name. 








213-9 





Company 


Position. 





Street 








City State 











For More Information Circle No. 243 
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Applying Factory Techniques 
To Office Storage Problems 


ROBERT GRIFFITH 


Manager, Steel Shelving Sales, 
Berger Division, Republic Steel Corp., Canton, Ohio. 


WO FACTORS are inducing office 

managers to give attention to the 

problem ol properly storing both ex 
pendable supplies and files of important 
but inactive material that must also be 
kept conveniently at hand: 

1. The increasing’ cost of building and 
maintaining the sheer cubie tootage ot 
othee space. 

2. The emergence of “flexible” and 
adjustable steel storing and materials 
handling equipment tor more etfheent 
handling of supplies and inactive files. 


—_—— 


WAySTACK, 


sia aE | 
-* 





Don't store things so that looking for them 
means going through the haystack routine. 


Much of the know-how and equipment 
is being borrowed from the blue-collar 
side: techniques and produets designed 
for manufacturing, warehousing and 
wholesaling, freight forwarding and the 
handling of items bearing only remote 
similarity in weight and bulk to items 
stored for office use. 

At Columbus Mutual Life Insurane 
Co. in Columbus, Ohio, management set 
up a central files room equipped with 
strictly functional industrial steel shelv 
ing, on which were set up all of the 
policyholders’ files since the company 
was organized. Open shelf filing in this 
particular case made it possible to store 
a vastly greater number of records; in- 


9 
-V 











Don't expect employees to find things by 
crystal gazing. Have a system! 
creased by better than 20% efficiency In 
hoth filing and finding; simplified (with 
the help of air conditioning) the prob 
lem of dusting; and made possible a 
factor of flexibility in arrangement of 
shelves and shelf units that was not be- 

fore possible. 

A large advertising agency is using 
industrial shelving to hold both art and 
office supplies, running the gamut from 
stenographers’ pads to portable display 
material. A publishing firm uses indus- 
trial shelving to hold books, papers, 
catalogs and mailing materials. A larg 
oil company finds the same type of 
steel equipment useful in holding files of 
photographs, othee supplies, and stocks 








Don't let just anyone lay out the storage 
area. It's a job for an expert. 
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SO EASY TO USE 






1. SNIP——You can cut to the desired size, | 
easily and quickly. 


Colors 
¢ 2. STRIP—Remove back- Available 


ing to expose the activated 


| adhesive. AMBER 


x STICK—Apply with finger pressure. It BLUE 


sticks indefinitely to metal—wood—cork— 
glass—plastic—any clean surface. GREEN 





4. INSERT—Iinsert label YELLOW 


or card. It's open on three RED 
sides for your convenience. 





Perfcsated inserts 
for easy typing 
furnished. 








HUNDREDS OF USES AVAILABLE 
You can enjoy neat, attractive labels IN 3 SIZES 
anywhere in office, factory, store or PS-Ya—"n"x6" 





home. 
on desk trays storage shelves PS-34—-34"x6" 
library shelves display units — 


PS-1 — 1°x6" 





cabinet drawers parts bins For auto dealer parts bins, etc. 


Available from your Office Supply Dealer or for information write to 


Office Products Tres srr nis: 


West Coast Distributor: Canadian Distributor: 
Arch K. Ansty, 171 2nd St., San Franciso 5 + The Luckett Loose Leaf, Limited, Toronto 2B, Ontario 





Territories available for Dealers and Distributors 
For More Information Circle No. 202 
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NEW! 


ELECTRIC 
LETTER OPENER 








An automatic Electric Letter Opener 
that every office can afford — 


NEVER BEFORE AT $99.50* 
THIS LOW PRICE 
*Plus Fed. Excise Tax 

@ COMPACT — Occupies only 6" x 8" of 
desk top space. 

@ PAYS FOR ITSELF — Even in small offices 
by saving letter opening time and speed- 
ing your mail distribution. 

@ NO SORTING — opens any size or thick- 

ness of envelope without sorting or adjust- 

ing. 

SIMPLE TO OPERATE — anyone can use 

it with little or no instruction. 

® NO WASTE STRIPS — opens envelopes 
without cutting off waste strip. 

@ GUARANTEED FOR ONE YEAR — Pre- 
cision built for years of heavy duty, trouble 
free service. 

Standard Stationery Supply Co. 
1020 S. WABASH AVE., CHICAGO 5, ILL. 


Write for free 368 page catalog of 
office supplies, furniture, and equipment. 









DEALERS NOTE: Exclusive franchises available 
in many cities. Write the POSTO-E distributor— 
GENERAL STATIONERS SUPPLY CO 
1018 S. Wabash Ave., Chicago, Ill. 








For More Information Circle No. 281 
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of printed educational and informa 
tional booklets and leaflets distributed 
to stockholders and the public. 

One of the active proponents ot sel 
entific stores keeping for offices is Re 
public Steel Corp. Our Berger Division 
manutactures one of the most extensive 
lines of steel shelving equipment and 
is the originator ot the term “StTorac’ 
engineering”, coined to cover the spe 
cialty practiced by those who plan and 
operate storage areas in industry. But 
“storage engineering’ also applies” to 
stores keeping in offices. Studies made 
by us show that virtually all of the time 
tested “do’s and don’ts” collected trom 
the mass experienc of customers also 


ht olfice practice, 


One of the basic rules is to select the 
equipment most suitable all-round for 
individual stores-handling needs. This 
means that  industrial-type — shelving 


ought not to be used unless it is the best 
possible answer. The savings possible 
with some types of steel industrial shely 
ing In some cases may ‘be partly lost in 
cases where requirements call for fast 
and flexible changes in shelf heights. 
However, a new convertible industrial 
shelving with clip-type fasteners makes 
it possible to change shelf heights quick 
lv, thereby eliminating this problem. 
Consider first the location of the stor 





Don't put up with inadequate light, Labels 
farthest from light source must be readable. 
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...these white elephants 





are made of paper! 


Are you feeding them in your office? 
Most offices are! They’re that mass 
of ever-accumulating records that 
bulk up files, eat up space, and 
gobble up big hunks of profit! 

If you have any doubt about these 
beasts stalking your office—try these 
three simple tests: 

TEST +1—Do you have an organized 
policy covering systematic retention, 
transfer or destruction of all papers 
and documents? If not, you must be 
feeding a white elephant! Tremen- 
dous savings are possible. 

TEST +2—How long does it take to 
find or file a paper in your organiza- 
tion? It should not take longer than 
1 minute. If it does, your company 
probably needs a Records Analysis. 
TEST #3—When you ask-for a file by 
subject instead of by name do you 
get all the records pertaining to that 
subject—and are they in order for 
best use? 


Why delay? Get the latest infor- 
mation on actual dollar savings pos- 
sible through modern records man- 
agement methods. Get rid of the 
white elephants in your organization. 
Start today by checking the coupon 
for this valuable free literature. 


| Remington. Frand. 

! Division of SPERRY RAND CORPORATION l 

I Room 1930, 315 Fourth Avenue, New York 10. | 

‘ Kindly send literature checked l 

1 BSD45 —‘‘Control Of Records And Their Costs’’ | 

X1615 —‘‘Your Records’’—(Controlied From 

I Creation To Destruction) | 

] BSD46 —‘‘How To Save Executive Time’’ | 
(Subject Filing) 

| (1 *BSD32—“‘Get These Annual Dollar Savings J 
From Your Files’’ 

! {] LBV676—‘‘Kompakt — The File With The I 
] Extra Drawer’’ l 
BSD-5B—‘‘Complete Microfilming Service” 

1 4 sc707B—“The Cost Of Burned Records” | 
=. I 
B.: I 
oa I 
I | 
es 


For More Information Circle No. 178 
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dost Wine, wesisee Wee 


SAVE SPACE! 
STOP NOISE! 
WITH... 


SOUNDEX PARTITIONS 


Both sides of Soundex Partitions soak up noise in thick 
blankets of acoustical spun glass. 


The partitions are available in a choice of five heights . . . 
are easy to install...can be set up by office personnel 
... permitting more people to work more comfortably in 
less space. Learn how you can improve office environment 
with low cost Soundex Partitions. 





Write for free catalog today... 


¢ Be _f L I 
SRL TM He 


2417 EASTERN S. E.. GRAND RAPIDS. MICHIGAN 
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Measure everything you plan to store and 
order shelving accordingly. 


itself in relation to the office 
Is there a better choiee, 
more evenly accessible tor everybody? 

Know what items you want to 
and in what quantities. Have on hand : 
complete inventory of everything an¢ 
compute stocking quantities on the basis 
of average-to-busy periods, plus a mod- 


ave 


area 


it 18 to serve. 


store 


est percentage for expansion. 


Lay everything out on paper—aisles 
of shelving, shelving units, and every 
bin space within each unit. 

If the volume to be stored is large, 


establish a logical and permanent system 
of arranging and numbering everything. 
Number the shelving, shelf 
units, shelves and bins, drawers or com 
partments within the shelves. 

Make special provision for hard-to- 
handle items. For example, sometimes 


aisles of 


the tops of a shelf unit are left out or 
long or 


cut out; awkward things can 














Don't clutter aisles. Enforce the one-day rule 
against things left on the floor. 
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SHARPER 
CLEARER 
COPIES 


/ 
FROM 


DIRECT PRINT 
COPY MACHINES 


with master sheets of 


Pat apar | 


Tran S »€ 
Pare ament 






These master sheets are a special type of 
Patapar Vegetable Parchment scientifically 
designed for direct print copy machines. 
Quality controlled texture and correct, uni- 
form translucency assure superfast trans- 
mission of the ultra violet rays. There is no 
diffusion. The result is speedier operation, 
and infinitely clear, sharp copies 

PATAPAR TRANSLUCENT PARCHMENT has a 
perfect surface for printing with opaque or 
regular inks. It is excellent for typing, pen 
and pencil entries, artists sketches or 
drawings. 

SEND FOR SAMPLES — Write on your business 
letterhead for brochure of testing samples. 
Name of nearest distributor on request. 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 

Sales Of ces: New York, Chicago 

West Coast Plant: Sunnyvale, California 


Headquarters for Vegetable Parchment Since 1885 
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A bracelet points 
the way to 


lower typing costs 


THIS BRACELET makes a dramatic point 
about the new Royal Electric. 

Its weight is equal to the pressure needed 
by your secretary to depress one of its keys. 

In fact, it’s 13 times easier to operate a 
Royal Electric than a non-electric typewriter. 

This means more work per typist 
lower typing costs... better work . . . higher 
morale. 


Here’s our suggestion: Take the following 
figures ... typists’ salaries, days worked per 
year, hours typed per day and production 
rates. 

Consult your Royal Representative, and 
from these figures he’ll be able to tell you the 
expected savings on new Royal Electrics. 


ROY, L electric 


standard « portable « Roytype® business supplies 


Royal Typewriter Company, Division of Royal McBee Corporation 


For More Information Circle No. 201 
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stick up into normally unused space 


M,| ALUMINUM under the ceiling; i.e., long rolls ot 


drafting or drawing paper in cardboard 
CLIPBOARD tubes, or quantities of empty cardboard 
| tubes for mailing. 

Make special allowance for the two 
extremes of traffic: the oft-used items 
and the seldom-used. Place the more 
popular items at quickest access spots 
(waist level, fronts of aisles); the less 
demanded things should be placed along 
the very bottoms or very tops of shelves 
in the rear of aisles. 

Size up all items to be stored and, 
#1062 A-B-C with this data order shelves, bins and 

: : racks. 
streamlined design Establish a logical and permanent sys 


. ee s : ; 
with elegant satin finish tem of arranging and numbering your 
K : . . . Seital : stored items. 
is Bia eer 
eeps its gleaming satin finish, its Allow ample room for materials han 


modern look, permanently. The | gline. for hand-grabbing from shelves 
heavy gauge aluminum won't rust, and for ins-and-outs of large objects. 
warp or break, is moisture-proof. Where numbering systems will not be 
Easy to clean, easy to hang. Strong thrown out of kilter, consider grouping 
springs hold papers firmly, has con together: slow-moving items, fast-mov- 
venient squaring tabs. Streamlined ing items, bulky things, small supplies. 
design and satin finish invite cus- , Store heavier items closer to the floor, 
aah . at]. . lighter ones higher. 
tomer buying. Available in stand- 


i ( iandl@ Investigate the availables among 
ard sizes. Costs less than wood, iasts shelving manufacturers before designing 


longer than composition boards. and building your own custom equip 


MP-Jr. streamlined “ ment. They may have what you need. 


Weigh the advantages and disadvan- 
COIN-CHANGER tages, for your special requirements, ol 
Gives faster service. 7" centralized storage, as opposed to dis 
Enhances beauty of «aN persed storage areas. Advantages can 
bank, Over 5,000 in 3 f° include: better control potential, with 
use today, in all 48 ’ 

states. Sturdy alum- 

inum with hand- 

some grey hammer- 

tone finish. Remov- 

able tray with in- 

side storage box. Ca- 

pacity $125 — _ pennies 

through half-dollars. Size 8” x 10” x 61/4”. 
Weighs 9 Ibs. Rubber feet protect coun- 
ters. $63 plus tax. 





Write for descriptive catalogue and nearest dealer 


Modern Products...Moderate Prices 


METAL PRODUCTS ENGINEERING, INC. Use open-end aisles. Dead ends slow up in- 
Dept. 0, 4000 Long Beach Ave., Los Angeles 58, Calif. and-out stock chasing. 
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YOU SAVE 
THE VERY FIRST DAY 


MACHINE 


| & Mailing 
machine starts to pay for 
itself the moment it begins 
to work for you. Automati- 
cally gathers up to 8 enclo- 
sures, stuffs them into 
envelopes, seals flaps, meters 
postage or prints indicia, 
counts and stacks. One op- 
erator prepares 3,500 to 
4,500 pieces per hour. Sav- 
ings of 80% and more are 
reported by users. 


INSERTING AND 
MAILING MACHINE Co. 


PHILLIPSBURG NEW JERSEY 








f~----rnn 


Lf Mail the cou 
pon 
\ Ge for a mailer’s story 


% 


INSERTING AND MAILING MACHINE CO. 
Phillipsburg, New Jersey 0-9 
CJ Send “How Small Can a Mailer Be?” 
(J Send descriptive catalog. 


() Arrange a demonstration. 





NAME 





FIRM 





ADDRESS 





' 
| 
| 
| 
| 
| 
| 
! We mail per 
| 
| 
| 
| 
| 
| 
| 


| CITY ZONE__STATE 





GATHERS ENCLOSURES = iwsepTs INTO ENVELOPE 





SEALS ENVELOPE 











PRINTS POSTAGE INDICIA COUNTS & STACKS 
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SORT FASTER... 











FILE FASTER... 





=z . P / 


POST FASTER... 


cuT PAGUN costs 


SORTKWIK 


The JA/V7S7 


ev * 


, "LE fingertip magic 


Only 50¢ each 


NO MORE IRRITATING, CLUMSY 
RUBBER FINGERS OR UNSANITARY, MESSY SPONGES 


WHEN YOU USE SQORTKWIK 





So easy to use—just apply to fingértips 
to create greaseless, stainless, tacky film. 
Fingers pick up papers easily, quickly 
One application is long lasting. Washes 
off easily. Non-irritating 

Time-tested by banks, insurance com- 
panies and business firms throughout 
the country to speed up their paper work. 

At your stationer or send $1.00 for two 
regular size containers to try out. 


LEE PRODUCTS CO. 


Dept. O-9 
2736 LYNDALE AVE. SO.. MINNEAPOLIS 8, MINN 





€ 
For More Information Circle No. 340 
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eCCOnOMY in personnel and sup rvisions 
simplifica 


reduction 


less total space requirement; 
inventory 
in duplieation of stores and minimizing 


tion of procedure; 


ot obsolete Inventory. 
Betore finalizing 
ably from consideration, 
the help and company 
specialists on safety, ventilation and em 


plats, and prete! 


earliest seek 


suggestions ol 


plovee ecomiort. 
Make a 
ol blueprints ot the 
Prepare an orderly schedule tor 
into the 


set if up as a 


detailed set 


area. 


permanent and 
storage 
MO 
storage 
with a 
competent and ¢ xperu need task force to 
handle the job. Move in all at 
Provide for counters or 


ine thing's new area, 


l major project 
once ! 
checking 
order-assembly points in any large stoi 
area. Consider the possible advan 


age 
tages of at least one telephone exten 
sion there. 

Don’t overlook the 
quate hehting. 
label at a 
heht 


“standard” 


importance ol ade 


The simplest test is: can 
location tarthest 


you re ad a 


removed trom the 
Don’t 


shelving on the 


SOUTCE 


] 


orde} SIZES. Ol 


presumption that (a) 
tial 
and (b) vou will get the 
parts. The 


ant consideration is that the shelving is 


there will be a= substa saving ol 


quantity, hene 
fit ot 


+ 


interchangeable impor 


suitable to the thines that are be 
stored, 

Don’t 
tionery items. 


pra ke df shelf hig! 9 


underestimate the weight of sta 


Solid bundles of paper, 


otten add up to a 





Make aisles wide enough so that one person 
can pass another, and get by a floor cart. 
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Other ways of copying will then seem antiquated. It’s so quick and 
easy to do-it-yourself with your “Copy-Craft” photocopier you'll won- 
der why you ever wasted time and effort with hand copying methods. 
And “Copy-Craft” photecopies needn’t be checked for accuracy — 
they’re exact! Imagine, right in your own office, at a flick of the dial, 
your “Copy-Craft” produces legally accepted, permanent copies for a 
few pennies apiece. Can you afford not to employ this modern work- 
saver in your business? 





SIZE & PRICE: Model 6440 combination printer and developer in gray-green 
plastic. Copies 9” wide by any length. Price $339.00. 
LIGHTING: Works under your normal office lights. 


SUPPLIES. Designed for use with top quality transfer papers such as Copy- 
rapid, Gevacopy or Copy-Craft brands which are available through 
your Copy-Craft dealer or branch office. 

TYPE OF COPIES: Copies can be made on any of the following types of paper: 
© Single sided (white or colored) «Double sided «Air Mail «Card stock 
¢ Transparent or Film (excellent for diazo masters or for 
burning in offset plates). 











Available through the branch offices and franchised dealers of 


COPY-CRAFT Inc. 105 cHamBers STREET, NEW YORK 7, N. Y. + BArclay 7-4150 


CARBON PAPER AND RIBBONS + DUPLICATING, PHOTOCOPYING AND SYSTEMS MACHINES AND SUPPLIES 
For More Information Circle No. 223 
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If your storage area 
looks like this \=" 


It is costing you dearly in floor 
space and loss of employees’ time. 


Every Type of Industry 
Can Save BOTH MONEY and SPACE with 


NYLO-GLIDE 


low-cost 


STORAGE FILES 


These nylon bearing, smooth op- 
erating files are available in any 
size. Stack and interlock them 





Sean ee ee ee 4 one on top of the other or side by 
side in any available location. No 
waste space—inside or out. De- 
signed to fit the records they hold. 


SAVE 40% FLOOR SPACE 
Nylo-Glide record files save 
more than 40% in valuable 
floor space. The appearance 
of the files has been improved, 
and the storing of records is 
much easier in neatly ar- 
ranged stacks making the 
cleaning problem simple. 


ATTRACTIVE WORKING AREA 
Efficiency engineered system 
of drawers to fit YOUR form 
and YOUR space provide a 
flexibility that is unparalleled 
in filing equipment. 

The Nylon Bearings make 
heavily loaded drawers 
GLIDE easily and quietly. 





A complete installation often costs less 
than shelving and corrugated boxes! 


RECORD FILES, INC. 


| 
| 
a 7 P.O. BOX 581 
stop and see us at his convenience. 7 WOOSTER, OHIO 
| 
| 
| 





RECORD FILES, INC. 
P. 0. BOX 581 © WOOSTER, OHIO 


Please have your nearest representative 


— Specialists in RECORD STORAGE EQUIPMENT 
Call us for a survey and demonstration 
of equipment. 


Address 
City . , —_— i—_ 


For More Information Circle No. 220 
140 THe Orrice—September, 1956 





greater weight than do shelves of tools 
or hardware items. Investigate the possi- 
bility of using stock reinforeing mem- 
bers under the shelves where necessary. 

Don’t put up with clutter in aisles. 
Don’t allow more than 24 hours to go by 
without disposing of things waiting to 
be stored, moved or discarded. 

Don’t put up with serpentine aisles 
that make stoeck-chasing difficult. Avoid 
dead-end aisles. 

Don’t be hidebound about exceptions 
to the rules where these may expedite 
matters. For example, pencils, erasers, 
stenographers’ notebooks and_ other 
high-turnover items may well have two 
storage places: one tor today’s demands 
and the other for reserve supplies fed 
to the first location. 

Don’t stock medium-to-fast-moving 
items above the hand-reaching height of 
the shortest employee. Use upper shelves 
for replacement supplies, allowing them 
to feed down to lower shelves. 

Don’t over-order storage equipment. 
Empty shelf units intended for long 
range expansion only make extra road 
blocks to walk around. For future needs, 
lay out the floorspace so that working 
shelf units stand nearest the door and 
empty -space, farthest from the door, 
becomes available for additional storage 
as needed. 


Don't force big things into small storage 
spaces. Use variable shelf heights and spacing 
of vertical separators. 
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Why does she 
love her... 
BOSTON 

CHAMPION 


It’s handsome .. . feeds itself... 
won’t scratch so easy to 
operate ... cuts beautiful points 
every time ... dependable... 
and clean, too—no messy fall-out 
of shavings from pencil receptacle. 
Want to see your office efficiency 
go up? Put a Boston Champion 
Portable on every desk. A small 
investment—but a mighty im- 
portant one for busy, mod- 
ern offices. 


All Boston Sharpeners 
guaranteed one year. 


C. HOWARD H U NT 


PEN CO., Camden 1,N. J. 


Also manufacturers of SPEEDBALL pens and products 


BOSTON 


PENCIL SHARPENERS 
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The light weight and 
strength of Fidelity Onion 
Skin will reduce Typing. 
Mailing and Filing ex- 
penses when used for Thin 
Letterheads, Copies, 
ords and Forms. 


Rec- 








ESLEECK MANUFACTURING CO. 


Specialists in Thin Papers 


TURNERS FALLS, MASS. 
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Preliminary Planning 
Assures Successful 
REPORT WRITING 


JOHN R. MAYER 


Reports Editor, Ebasco Services, Inc., 


New York 
ITH THE INCREASING empha 
sis being given by business to 1m- 
proved communication up through 
and within the management level, vou 


will probably find the demands tor writ 
The term 
“report” can, of course, mean different 
people. But under 
being consid 


ten reports steadily growing. 
thines to different 
the broad interpretation 
may be defined as 


ered here a report 
written material eontaining intormation, 


advice or comment which is wanted by 


someone and will be used for a particu 
lar purpost 

Whether such a report is a full-length 
survey and analysis of a problem or 
situation running into many pages, or 


facts and sug- 
basic pro- 


a shorter discussion ot 


there are certain 
should be followed in its 
pre paration. These procedures will help 
to guide the development of all the 
thoughts, ideas and information you 
have gathered from their original jum- 
bled form into a logical and understand- 
able report which will serve the purposes 


gestions, 


cedures that 


for which it is intended. 

These procedures can be grouped to 
gether to form four distinct phases of 
report preparation through which your 
material must pass before emerging as 
a completed report. The first of these 
preliminary study phase during 
which the job should be viewed in per- 
This is the point 
at which you assemble your material and 


Is the 


spective, as a whole. 


study it to see what kind of a report 
can be made of it—more importantly, 
from what angle you will make your 


approach. 
The seeond phase is that of specifie 
planning. At this point you outline the 


THe Orrice—September, 1956 


cae 


EEE 


eae 


=~ 





Copease® 
copies 
everything. 


Better! 


The low cost you're looking for-the superb quality only Copease can give you! 


The bulk of your office paperwork 
copied at a single dial setting. All your 
paperwork copied, clear and distinct, 
in seconds. Copy typing, writing, and 
printing in any ink, pencil, crayon or 
duplicating process on any kind, color 
or size paper. There are no limitations 
with Copease for all your officework. 
Copease Photocopier is so easy to use 
it can be operated by anyone in 
seconds. 

CONVINCE YOURSELF. MAIL 
COUPON FOR FREE OFFICE 
aoa NO OBLIGATION WHAT- 


‘Cc Copies 2 rear 


COPEASE CORPORATION, 
270 Park Avenue, N. Y., PLaza 3-6692 + BOX 0-9 
Other Offices: Chicago, 226 N. LaSalle Street, ANdover 3-6949 
Los Angeles, 3563 Wilshire Blvd., DUnkirk 5-2881 
Distributors in Principal Cities 
Gentlemen: I'd like to have a free 3-day trial of Copease in 
our office 0 


A 
Ci 


For More Information Circle No. 381 


ll ce es | 








“00% 


MAREG 
SALE Sar 
CONG 


modern mimeographing 
now breaks the rules 


and lets you do many things pre- 
viously considered impossible. 

lets you mimeograph on both sides 
of the paper without slip-sheeting. 

lets you mimeograph on a wide 
variety of paper and card stocks in a 
range of sizes. 

lets you mimeograph up to 180 
copies per minute in 1 to 5 colors. 

lets you change from black to color 
ink (or from color to black ink) with 
no change of cylinder or rollers. 

Shown above is the new A. B. Dick 
mimeograph, Model 437—a_ table- 


top electric-drive machine. The feed 
table holds a full ream of paper. Op- 
erating instructions are permanently 
mounted on the machine. All A. B. 
Dick mimeograph products are for 
use with all makes of suitable stencil 
duplicating products. 

For more information call your dis- 
tributor of A. B. Dick products. You 
will find his name listed under Du- 
plicating Machines in the classified 
section of your phone book. Or write 
A. B. Dick Company, 5700 Touhy 
Avenue, Chicago 31, Illinois. 


vA B-DICK 


_ THE FIRST NAME 


IN DUPLICA. 


“For More Information Circle No. 180 
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precise structure of the report: deter- 
mining what comes first, second and 
third, how detailed the treatment of each 
subject should be, how much emphasis 
should be riven each point. 

The third phase is the preparation of 
the rough draft during which you at- 
tempt to get something down on paper 
from which to work. For this is 
the time of blood, sweat and tears. The 
fourth and last phase is the revising and 
polishing, when you completely re-exam 
ine the content of the report and try to 
translate into English all the words you 
have written down in preparing the 
rough draft. 

Obviously, 


some, 


each one of these four 
phases of report preparation is impor- 
tant in turning out a report that will 
meet the requirements of its use, and the 
techniques to be followed in each could 
be discussed at length. But we will con- 
sider here only the first phase the pre 
liminary study of the job to be done 
for two very important reasons: (1) this 
phase is most neglected by report writ- 
ers, many of whom are overanxious to 
get started on the report; (2) no matter 
how well vou plan tie strueture of the 
report, or how brilliantly you make use 
of your writing talents, the report will 
not be suecessful unless you first have a | 
clear grasp of what vou are trying to do, | 
why you are doing it, and how you are | 
going to approach the project. 

In this key phase of the report prepa- 
ration, then, you should. consider the | 
report from these viewpoints: 

1. Who is going to read your're port? 
Will it be someone in ton management, 
or your immediate superior? What do 
vou know about him that may affect your 
approach to, and treatment of, the re- 
port material? Is he openminded or 
opinionated? What has been his past 
experience in relation to the subject mat- 
ter of the report? What are his views 
on reports? Does he consider them as 
just necessary nuisances or invaluable 
tools in the conduct of his business? 

Instead of just one executive, the pri- 
mary target of your report may be a 
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lots of sorters ++: 


but only ON. E & apa 
Rohl haas \ \Y 


VERT-A- SORT _ 


. the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A- Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


«+. Made in a variety 
of sizes, all of which 
can be indexed to suit 
your needs. 
Built for years of 
efficient use! 


Yh haces 
VERT-A-SORT 


for Complete Details 


PIN THIS AD TO YOUR LETTERHEAD 
and mail to: 


NY 
THE COMPA 


s. CHICAGO AVE. 
eMICAGO 17, ILLINOIS 


For More Information Circle No. 287 


PeGENUINE ENGRAVED: 





MANUSCRIPT 
eae a 6 


DEWBERRY ENGRAVING CO. 
807 SO. 20th ST., BIRMINGHAM 5, ALABAMA 
For More Information Circle No. 288 
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group, such as a committee or a board. 
Only ROCHESTER Again you should ask yourself what you 


know about this group that will play a 
CARBON-RIBBONS part in your approach to the subject and 
treatment of the material. 

offer ALL these features: - Whoever your audience may be—sub- 


ordinates, associates, customers, clients 


PLASTIC be sure you have clearly in mind the 
precise reader or readers for whom you 
LEADER are doing the job. 


a VW hy does the reade r u ant Your 


report? Does he want it simply to pro- 
7 @ Clean Hands vide him with information? Then in- 
clude in it every bit of information that 
is pertinent and avoid everything not 
Ribbon Changes pertinent. Don’t give him a rehash of 
intormation he already has available. 
Above all, he objective. 
"49-5" 7 a he _ oo. r PS to enable 
4 lim to provide others with intormation ? 
WARNING SIGNAL Tt . Then find out who these others are and, 
that shows end if possible, what they know and don’t 
of ribbon is near ge know about the subject. 


@ Easier, Quicker 





Does he want it to help him reach a 
conclusion or solution to a problem 
| through recommendations — of vours ? 
Then be sure you reach, and state, valid 
conclusions logically based on informa 


EXTRA SHARP “WRITE” 


Ribbons for ALL machines | 


STOP at BOOTH C-2 || = A 
for your free copy of = 4) 5 fp lO 
“The Story of Carbon Ribbons” Il = = HS 


It contains helpful information on 
carbon ribbons — what they are, 
how to buy them, and how to use 
them, It also describes carbon rib- 
bon attachments for typewriters, 
and shows all the known typewriters 
which can use carbon ribbons. 


ROCHESTER 
RIBBON & CARBON CO., INC. 
21 Greenleaf St., Rochester 9, N.Y. 


“This one says, ‘Too much time is being 
SPECIALISTS IN CARBON RIBBONS wasted reading the notices on the bulletin 
board.’ ” 


For More Information Circle No. 298 


[BULLETIN BOARD 


, 
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- easy to operate—easier to sell... 


the new ALL- ELECTRIC 


A ADDING MACHINE 


Fingertips literally float over the moulded keys ... everyone who tries 

this sturdy and dependable REGNA becomes a “high speed” operator ... 
everyone who sees it admires the streamlined styling, the legible 

keys and listing, the clear curved window for maximum visibility. REGNA’s 
rugged Universal Electrolux Motor does all the work—chases fatigue— 
increases daily employee productivity! 


Swedish steel, Swiss precision counters; 
different capacities from 6 total 7 up; 
fully automatic safety keyboard; rear 
rubber rollers for portability; in 

light grey and ivory. 

Also—low-priced hand 

operated models 


Gentlemen 

Please send more information on the new Electric Regna 
Adding Machine and outline advantages of becoming a Regna 
Dealer 


Name 


Montreal, Que., and Business Equipment Machines, 489-R King St. W Toronto, Ont 


Address 
IN CANADA: Regna Cash Registers of Canada Ltd, 704 Notre Dame St. W i 
OUTSIDE CONTINENTAL U. S.: Jorgen S. Lien, Box 507, Bergen, Norway 


City 


For More Information Circle No. 321 
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The impression you make there-—— 


depends on 


the impressions 


she makes here 


> 


Better be sure 
she uses 


a ribbon by-- 


OUR LETTERS will be neater, clean- 
ht when they are typed with Old 
Town typewriter ribbons. These qual- 
ity-controlled ribbons are made from 
the finest inks and fabrics. They are 
self-renewing, wear uniformly and pro- 
duce clear, sharp characters at all 
times without blur or smudge. And 
your secretaries will appreciate the 
smooth, clean erasures. 

Another tip for neater correspond- 
ence... have your secretaries change 
their typewriter ribbons regularly. 
Tired, worn ribbons make the most 
sparkling letter dull reading. 








A FREE ryPewRiTER RIBBON FOR YOUR SECRETARY 


Prove to yourself that an Old Town ribbon does make a 
difference in your correspondence. Simply have your secre- 
tary address her request to us on your company stationery 
stating the make and model of her typewriter and the kind 
of type—pica (large) or elite (small). We will send her, free 
of charge or obligation, an Old Town ribbon for her machine 
along with an interesting informative folder describing the 
various fabrics and inkings for typewriter ribbons and the 
uses for which each is designed. Write Old Town Corporation, 
345 Madison Avenue, New York 17, N.Y. Dept. 0-9 





World's foremost maker of carbons, ribbons 


duplicators and duplicating supplies 





TYPEWRITER RIBBONS 


For More Information Circle No. 289 
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tion clearly set forth in your report. 

Perhaps he wants your report to jus- 
tify his own ideas or activities to a board 
of directors. Then be sure you are fully 
informed about those ideas and activi- 
and that you understand them 
clearly. Don’t leave things only half ex- 
plained, and make sure your defense is 
reasonable and not just a flamboyant 
display of loyaliy to your superior. 

Does he want your report in order to 
check up on subordinates? Then be fair 
in your reporting and give all sides their 
full due. 

3. What from 
your report? Extensive detail, or a sum- 
marization? Some readers want com- 
plete details when they ask for a report, 
and they will feel the report writing 
job has been incompetently handled if 
the material has been condensed to essen- 
tials. Others are irked if they must 
wade through pages of detail to get the 
meat of a subject when that is all they 
really want. 


ties, 


does he ¢ vpect to get 


Does he expect from your report a 
special emphasis? Many report sub- 
jects can be treated exhaustively from a 
number of angles. Find out if your 
report reader is primarily interested in 
just one or two of these approaches, and 
if so, weight your report accordingly. 

4. How will he make use of your re- 
port? To distribute to subordinates tor 
their guidance or compliance? Then 
make sure you write it so that they will 
understand it and know exactly what is 
expected of them. Don’t make it neces- 
sary for them to search you out later 
for interpretations of meaning. 

Will he use your report to discuss 
around a conference table? Then pre- 
pare your material at a depth appropri- 
ate to examination by several minds, 
raising all questions you know to exist, 
and including all information pertinent 
thereto, objectively presented. 

Does he plan to use your report to 
influence the thinking of others? Then 
vive first consideration to the logic of 


concerned with duplicating costs? 
Check the waste paper basket ! 


stencils — masters — copies 
In arriving at your duplicating costs, 
have you included the rejects? 


Stenafax prepares your mimeograph stencils—offset paper 
plates « single positive copies with facsimile accuracy * push- 


button simplicity requires unskilled personnel * operates and 
shuts off automatically * fast * economical 

NO CHEMICALS—NO POWDERS-—NO HEAT-NO LIGHT 
Before you buy, get the facts on Stenafax 


alax 


is electronic! 
automatic! 


Nome 


Address 


City & State 


TIMES FACSIMILE CORPORATION, Stenafax Division, 0-9 Hotel Biltmore | 
Arcade, 43rd St., and Madison Avenue, New York 17, N. Y. 
Please send Stenafax brochure to 


For More Information Circle No. 290 
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new distinction in metal seating 


There is Nothing 


Finer in Metal 


CONSUL GROUP 


Used ffice ensembles, these 


vling speak 
e CONSUL ( 








Write for complete details today 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Campbell Ave., Chicago 172, Illinois 





For More Information Circle No. 299 


150 


your presentation. Use the inductive 
approach, leading from the facts to an 
analysis of the facts, and then to con- 
clusions logically stemming therefrom. 

From these elements bearing on the 
approach you take to writing your re- 
port, you can see that although the out 
lining of your report structure, writing 
first draft, and revising and polishing 
are important, none is as basic to sue- 
cess as the preliminary planning. If the 
primary reader of your report: wants 
advice on solving a problem, what does 
it matter how stylishly it is written if 
you have merely reviewed the problem 
without offering any suggestion of a so 
lution? Of what benefit will your most 
carefully outlined report be to your 
reader if he wants the most up-to-date 
intormation on a subject and you have 
given him instead a carefully detailed 
rehash of facts he already knows? 

The key to successful report writing 
is to arrive at an understanding (before 
any other steps are taken) of the reader 
or audience constituting your primary 
target, and of the way in which your 
report can best be made to serve that 
audience. 


IS THIS 


=> 


YOU? 


They have such refined and 
delicate palates 

that they can discover no one 
worthy of their ballots, 

and then when someone ter- 
rible gets elected, 

they say, “There, that’s just 
what I expected!” 

—Ogden Nash 


Be sure you're registered — then VOTE! 
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The New Revolutionary | 


ote tere aie 


ids COPYING MACHINE 


This i is the ONE MACHINE that 
every office is waiting for! 


MAKES 10 COPIES or 1000 COPIES! 


at the unheard-of cost of LESS than 2¢ each! 


Not just another photo copying ma- 
chine .. . PHOTOrapid is the ONLY 
MACHINE that combines all copying 
operations . . . makes sharp, black con- 
ventional copies of anything in just 
seconds under any light conditions— 
AND in addition produces unlimited 
prints from its own PHOTOrapid 
transparencies, using the diazo system. 
All for the unheard-of price of LESS 
than 2¢ per print! 


PHOTOrapid copies ANYTHING 
your eye can see—one side or two side 
printed material, opaque originals, col- 
or, ads, reports, letters, maps, bills of 
lading—literally anything! Currently in 
use in 46 countries throughout the 
world! MAKE US PROVE THESE 
CLAIMS! One quick demonstration in 
your own office will convince you. 
Write or call today for literature and 
FREE DEMONSTRATION. 


PHOTOrapid of AMERICA, Inc. 


320 BROADWAY, NEW YORK 7, N. Y. * 


Phone WOrth 2-3930 


For More Information Circle No. 181 


Tue Orrice—September, 1956 








A Solution for Your Specific 
Business Form Problem! 


Get an unbiased recommendation! 
Deal with a company that carries 
a complete line of business forms. 
Get expert advice from professional 
salesmen, with years of experience 


devising systems for many of 
America’s leading business houses. 

Yes ... our salesmen are expert 
“system-planners.”’ They’ll help 
your operation by recommending 


the exact form necessary for trou- 
ble-free results. Because our line 
is complete, you get unbiased rec- 
ommendations, excellent business 
form service for any need—when 
you need it! Write today for unmis- 
takable proof that we can help 
solve your business form problem. 
The Baltimore Business Forms Co., 
3144 Frederick Ave., Balto. 29, Md. 


The Raltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 


For More Information Circle No. 197 
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ROUNDUP of day-to-day employee 


problems and how they were han- 
dled by management. Each inei- 


Right or Wrong 


IN EMPLOYEE RELATIONS 


dent is taken from a true-life grievance 
which went to arbitration. Names ot 
some principals have been changed. 


Must an Employee Stay Home When She Is 


Excused from Work on Account of Illness? 


What Happened: 


One forenoon, Helen Lasker went 
over to her supervisor and asked to be 
excused for the rest of the day. “I feel 
kind of sick—must be a cold coming 
on,” she said. Her supervisor excused 
her and she left. That evening the su- 
pervisor and the office manager were on 
their way home when they noticed Helen 
coming out of the movies with a com- 
panion, and going into a nearby refresh- 
ment lounge. 

When she returned to work the next 
dav, Helen was interviewed by her su- 
pervisor. “You couldn’t have been very 
sick if you were well enough to ge to the 
movies and stop for refreshments. If 
this were your first offense, 1 wouldn't 
take it too seriously. But here, take a 
look at your record. Your work has 
been slipping, and you have two warning 
slips here. I’m sorry, Helen, but you're 
through.” Helen filed a 
several grounds : 

1. She had been excused for the day. 

2. What she did none of 
management’s business, provided her ac- 
tions did not refleet negatively on the 
company’s standing in the community. 

3. Even if she were “guilty”—which 
she didn’t admit—her action didn’t rate 
a discharge. She had 4% years’ senior- 
ity with only two warning notices for 


erievance on 


outside is 
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minor offenses, and she didn’t feel that 
her work was slipping. 

In countering these arguments, the 
company didn’t deny that Helen was sick 
when she asked to be excused. But that 
being the said management, the 
employee had a “moral obligation” to 
20 home and try to cure the illness. 


Case, 


Was The Company: 
RIGHT | WRONG 


WHAT ARBITRATOR JOHN MAY 





RULED: “On the question of the right 
of the company to discharge Helen 
Lasker, the employee must be sustained 
since the offense for which she was dis- 
charged took place when she was prop- 
erly absent from her job, and off the 
company premises. However, the em- 
ployee has obligations, since she was 
morally obligated to use the time off 
to recover from her illness. The em- 
ployee must be reinstated. This brings 


up the matter of back pay. Back pay 
is granted on the principle of making 
up any losses suffered by the employee 
as a result of a wrongful act on the 
part of the employer. This requires the 
employee to be innocent of all charges. 
Evidence shows that Helen Lasker was 
not innocent since she violated her 
moral obligation to take care of her 
illness. Therefore, no back pay is 
awarded.” 


If You Lay Off Employees, Are 


They Entitled to Vacation Pay? 


What Happened: 


The company had a policy which read 
“All employees who have been in the 
continuous service of the company for 
one year prior to June 30 shall receive 
vacation pay, a sum equal to 2% of his 
total earnings of the previous 50-week 
period.” 

A group of employees, with more than 
one year’s service, were laid off because 
a department was discontinued. The 
employer refused them pro-rated vaca- 
tion pay because they were not in “con- 
tinuous service” until June 30. The em- 


ployees, when they took the issue to 
arbitration, said that was true, but that 
the layoff was no fault of theirs. Had 
the department continued, they 
would have had eligibility. Therefore 
they felt they were entitled to at least 
part of the vacation pay. 


been 


Were The Employees: 
RIGHT [) WRONG [J 


WHAT ARBITRATOR L. E. GOOD- 
ING RULED: “We consider vacation 
pay an earned right in the form of de- 
ferred compensation and, as such, it 
cannot be taken from the employee, 
once he has qualified, by any unilateral 
action on behalf of the employer (such 
as in this instance discontinuing certain 
operations, and thus causing the em- 
ployees’ layoff.) The agreement provides 
that vacation pay shall be a sum equal 
to 2% of the employee’s straight earn- 
ings of the previous 50-week period 
immediately preceding the vacation 
period. However, the employees were 
employed for a period of approximately 
seven months since the last vacation 
period. It is our conclusion that the 
employees are entitled to vacation pay 
amounting to a sum equal to 2% of 
total earnings from the period of July 
1 to the date of the layoff, January 31.” 
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rT, New Ceone 


in the modern office 





. And the something new that has 
been added is the ALL NEW 
ELECTRIC COLLAMATIC .- - 
today as much a part of the office 
scene as the electric typewriter - 
electric adding machine - postage 
meter - mail opener. 


Sy an 


Sn TAGS 
a ke 


jd smotels available 


COLLAMATIC FIRST with an electrically 
powered office collator is today - 
FOREMOST with the widest variety of 
models available - able to deliver 
immediately an electrically powered 
collator to meet almost every 
conceivable office collating requirement. 
MODELS AVAILABLE ARE 
Standard Series — 8, 12, 16 or 24 bins, either 
Spacesaver or Console Models. 
Adjustable Stroke Series — 8, 12, 16 or 24 bins 
{to accomodate varying paper sizes), either 
Spacesaver or Console Models. 
Printer Series — 8 or 12 bins (standard or 
adjustable stroke), either Spacesaver or 
Console Models. 














MANUFACTURERS OF THE WORLD’S LARGEST LINE 
OF ELECTRICALLY POWERED OFFICE COLLATORS. 


COLLAMATIC CORPORATI 103-9 STATE HIGHWAY 23 
sent NEW JER ON MOUNTAINVIEW 8-2900 
© 1956, Collamatic Corporation 

For More Information Circle No. 387 
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Can You Fire an Employee for Striking 


A Member of Management Off the Job? 


What Happened: 


Bob Manton was the chairman of the 
His “disciplinary 
record reflected an extremely belligerent 
and overzealous nature, far beyond the 
requirements ot his office.” He had been 
disciplined twice previously for “insub- 
ordination.” One morning he got into 
an argument with Lloyd Graham, the 
company’s personnel director. It seems 
that Manton had lett his desk without 
permission from his supervisor. His 
excuse was that he was going to “help 
settle a Graham reminded 
him that he still needed the supervisor’s 
okay. This infuriated Manton.  Al- 
though he went back and received per- 
mission, he made derogatory remarks 
about the personnel man and ealled him 
a “stool pigeon.” The next day the two 
men ran into each other at the local race 
track. Graham, having heard that Man- 
ton had been very lucky picking winners 
asked, “What’s good in the next race?” 


grievance committee. 


errievance.”’ 


For an answer, Graham received a punch 
in the jaw. The next day, Manton was 
fired. The issue came to arbitration and 
Manton put up the following arguments: 

1. The fight took place off company 
premises and was none ot management’s 
business. 

2. He hit Graham because he thought 
the management man was trying to get 
him into trouble with the race track po- 
lice, since it’s against the law to give 
out tips. 


Was Manton: 
RIGHT [() WRONG 


WHAT ARBITRATOR DAVID L. 
COLE RULED: “The only point in 
Manton’s behalf which gives me pause 
is that the race track incident had 
nothing to do with company affairs. If 
the two men had gotten into a fight over 
a bet or for some other reason not re- 
lated to the plant, a problem could well 
arise over their ability henceforth to 
work together. This would have to be 
worked out by the company, perhaps by 
a transfer, but it could not be resolved 
by simply discharging the employee be- 
cause the case would be one beyond the 
reasonable limits of the company’s 
right to discipline. But this is not the 
fact here. Manton was sorely irritated 
as grievance committee chairman be- 
cause of Graham’s repeated insistence 
on seeing Manton’s pass when he was 
away from his desk. This prompted a 
variety of kinds of verbal abuse from 
Manton in the presence of numerous 
company people, largely in the form of 
deriding Graham as an informer or 
stool pigeon. When Manton carried on 
as he did at the track, it was clearly 
only a continuation or outgrowth of 
the work disagreement. The award is, 
therefore, that the grievance is dis- 
missed.” Manton stayed fired. 
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pHOTOST 


eee. v. > pat. OFF 


Ss pHOTOSTAT CORPORATION 


Whenever you see this symbol . . . on 
the apparatus used to make your pho- 
tocopies or on the paper or chemicals 
used in that apparatus . . . you have 
complete assurance of constant quality 
and.economy and complete satisfaction. 

Whether you own your own photo- 
copying equipment or purchase photo- 
copies from those equipped to care for 
your needs commercially, this symbol 
is your protection. 


PHOTOSTAT is the trademark 
of PHOTOSTAT CORPORATION 


ROCHESTER, 


before you buy ANY 
PHOTOGRAPHIC 
COPYING EQUIPMENT! 


GRAPHIC 
BR sone EQUIPMENT 
APPAR ATUS 
ACCESSORIES 
PAPER 
DEVELOPER 
FIXER 


new YORK 


It enables photocopyists or your own 
photocopy department to serve you 
best. It is your assupance that you have 
just the right type and size of apparatus 
and materials. Trained representatives, 
from coast to coast, are at your call for 
advice and service. 

Write us, without obligation, regard- 
ing your own photocopy requirements. 
Your inquiry will have prompt and 
interested attention. 


PHOTOSTAT 


CORPORATION 


299 State Street, Rochester 14, New York 


For More Information Circle No. 229 
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CHALLENGE 


PAPER 
DRILLING 
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\ 








CHALLENGE MACHINERY COMPANY 
GRAND HAVEN, MICHIGAN 








~ 


5 to 40 TIMES 
FASTER AND EASIER 
THAN PAPER “PUNCHING” 


Companies who spend time “punching” catalog sheets, 
stationery, records, etc., are wasting time and money! An 
ordinary punch will handle about 12 sheets at a time. 
Allowing for set-up, clearing and periodic rests for the 
operator, that’s about 60 sheets a minute, or 3,600 sheets 
per hour. A Challenge Paper Drill will turn out the same 
amount of work in 3 minutes or less! ji 


> 


It’s ideal for all types of hole “punching” requirements, 
including the accurate spacing of holes for “indexing” 
requirements. Standard fixed stop gages available to all 
standard spacings make this easy and automatic. You 
can handle cornering and slotting, too. 


A Challenge Paper Drill can easily be operated by inex- 
perienced help. It will save you pick-up and delivery 
charges, set-up and drilling cost, plus the delay and incon- 
venience of being dependent upon outside sources. 
Considering the low first cost . .. and the increased 
efficiency of handling drilling, slotting and cornering in 
your own shop... a Challenge Paper Drill will pay for 
itself many times over — even if used only occasionally. 


Challenge offers a full line of 9 styles — with hand, foot 
or power controls — to best meet your requirements. 
Available through leading duplicator and printing equip- 


ment dealers in all principal cities. 
For More Information Circle No. 275 





The Challenge Machinery Company 
Grand Haven, Michigan 0-9 


I would like information on 
() Challenge Paper Drills 
(] Challenge Paper Cutters 
(1) Have your Dealer Representative call. 











This shows samples of some of N ae 
the wide variety of slitting, slot- RTI neicincesennesindeessnanissinneesiiesl a 
ting, U-openings and cornering 

for loose leaf forms, indexing and Company 
novelties that can be produced 2) 
on Challenge Paper Drills. Address 











OFFSET DUPLICATOR 
Whitin Jusiness 
Whitinsville, Mass., 
Masterlith Offset 


new 


Equipment Corp., 
Whitin 


an ent irely 


makes the 
Duplicator, 
machine designed for easy, auto- 
limiting the 


skilled 


variety of 


mate operation without 


flexibility required by the most 


operator to produce a wide 


work. Set-up adjustments and operating 


controls grouped for faster changes. 


Operator uses no tools and fine adjust- 


ments can be quickly set. The machine’s 


quick change plate clamps allow using 
all conventional paper and metal plates 
those user’s files. 


including now in 


Clamp changes can be made in approxi 
mately one minute. A detachable inking 
unit allows making color changes in two 
minutes. The Whitin Masterlith’s auto 
feeder holds sheets of Sub. 
20 stock and handles sheets from 3” x 3” 
to 11”x 15%” in Sub. 11 
manifold to 2-ply card Plate, im 


nickel 


machine’s other re 


matic 5,000 


weights from 
stock. 
pression and blanket cylinders are 
plated; and some of 


finements include variable position jog 


160 


receiver, built-in statie eliminator, 


ging 


and built-in wrench for evlinder adjust 
ment. For free illustrated literature fully 


describing machine, Circle No. 102. 


INKLESS MIMEOGRAPHING 
Print-O-Matie Co., 724 W. Washington 
Blvd., Chicago 6, IIl., 
of stencil 
fluid 


duplicating 


announces the Di 


agraphy process duplicating 


creamy (instead of 


which 
ink) and 
produce black copies on any mimeograph 
The Diagraphy fluid will not 


uses &a 
special paper to 
duplicator. 


stain hands or elothing, nor harm nail 


polish. It washes off stencils, duplicator 
drum and duplicating pad with soap and 
Diagraphy fluid, 
12,000-15,000 


water. One pound of 


will produce 


costing Bo, 
fully typed copies. Diagraphy copy pa 
per costs about 1/10e more per sheet than 
regular, good quality mimeo bond. It is 
simple to use this process on your present 
stencil duplicator in this manner: use up 
as much as possible of present ink in 
cloth pad and 


duplicator; remove old 


wipe excess ink from drum; attach new 
cloth pad and pour Diagraphy fluid into 
like ink. If, after 


wish to clean drum, 


machine just some 


time, you you can 
do so with soap and water. To use regu- 
lar duplicating stencils with the Diagra 
they 


neutralizer compound. 


phy process, must be wiped with a 
Diagraphy sten 
cils, costing no need not be so 


treated. 
preparation 


more, 
\ll other operations in stencil 


and printing are the same 
Duplicated 


copy develops and turns black within a 


as usual mimeographing. 
minute after passing through duplicator. 
Machine, hands remain 
clean; duplicator pad cannot clog up, so 
that 


eator 


and clothing 


anyone Can 


use the stencil dupli- 


office without 
For More Information 


anvwhere in the 
staining. 


Circle No. 168. 


messy 
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MOVABLE 
PARTITIONS 


GR Produets. 
Ine., 2417 
Ave., S.E., 


Rapids, 


Fastern 

Grand 
Mich., 
makes Soundex 
sound- 
parti- 


mova ble, 
absorbing 
tions and walls 
for all 


quirements. De 


office re- 
signed in modular 
sizes to answer 
all normal layout 

problems, each panel is made up of five 
a center sound baffle of Firestop 
two 


layers: 


3estwall gypsum board, layers of 
14,” 


perforated tempered Presdwood. Soundex 


spun glass and outer surfaces of 
Partitions come in a variety of heights 
and styles, with and without glass, and 
and illustrated in 
their catalog. For a free 


interesting 


are fully described 
copy of the 
short study 


catalog and an 


on the nature of noise and sound control, 


Circle No. 154. 


GOLD OFFSET INK 

Prince St., 
inno 
Now for the 
is available 


Roll-O-Graphie Corp., 133 
New York, N. a 
vation in offset printing. 
first a gold offset ink 
that provides practical printing results in 


announces an 
time, 


Rolleor’s new ink handles 
standard litho ink 
only one through the 
full and complete coverage. 
Ink is 
gold, rich pale gold, pale gold, and copper 
gold. For further information and ink 


sample book, Circle No. 159. 


one working. 
as easily as any and 


time press gives 


Rolleor Gold 
shades: rich 


available in four 


CONFERENCE TABLE GUIDE 


Lehigh Furniture Corp., 16 East 53rd 
St., New York 22, N. Y., has 
supplementary which 
most comprehensive selection of confer 


issued a 
catalog shows a 
sizes of from 3 
length. <A 


; o 
choosing 


tables in standard 
diameter to 28 ft. in 
chart allows 


ence 
ft. in 


ready reference 
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the correct table for either a given room 


dimension, or a desired seating capacity. 
For a free copy of this handy reference 


hook, Circle No, 156. 


VERTICAL CAMERA 


' Kenro Graphics, Ine., 25 Commerce St., 
Chatham, N. J., 
tical 18 
built 
duplicator 


makes the Kenro Ver 
precision 


offset 


Camera, a compact, 


unit which can handle all 


negative requirements since 


the majority of this work within 
size. A 


previous experience can learn to produce 


comes 


its 17” x 22” person with no 


quality line and halftone negatives after 
The 


an hour’s training. camera has a 


161 





field lens which covers 


Goerz flat 
11” x17” plus bleed, 
reduces 17” x 22” copy to one-third size. 
An interchangeable 


enlarges 300% and 


auxiliary lens ex- 
500% ‘and 
to one-fifth. 
calibrated to the 
eators; sizing 


tends enlargements to allows 


reductions down Lenses are 


factory camera indi- 


and auto 
uses 12” x 18”, 
Unit takes 
no more space than is required by two 
vertical although this 
professional photo 
widest 


focusing are 
matic. camera 


14”x17” and smaller film. 


letter files and, 
camera is used by 
engravers and lithographers, its 
been in the 


duction of negatives for 


application has rapid pro 
offset dupli 
cating. For More Information Circle No. 
157. 


ADDING MACHINE 
Johnston Adding Machine Co., 
Sherman Way, N. Hollywood, Calif., 


8-column 


13343 
now 
makes an machine in 
model. The 


Adding Machine 


total automatic 


adding 
addition to their 10-column 
8-column Johnston 


prints a 9-column and 


balance in red. In addition to a 
total, t includes all the 
their 


credit 
single stroke 
standard features of 10-column ma 
chine. Quantity production is under way 
being filled as 


More Information 


and dealers’ orders are 
fast as possible. For 


Circle No. 138. 
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PARCEL POST LABELS 

Mfg. Co., Framingham, 
Parcel Post Labels which 
ean be typed faster and easier because 
an 814” x11” 


Dennison 
Mass., makes 


there are eight labels on 


25 SHEETS 


20040 75¢. 


wEew Dennioon 
FAST TYPING 


PARCEL POST 
LABELS 


Biases TO BAGH SHEET 
‘~ TrYPeEWwaR (TER SIZE sHeetTs 


GYUNMMEO PERFORATED 





sheet. Carbon copies for duplicate mail 
ings or shipping records are easily made 
standard 81%” x 11” 
Return addresses may be rubber stamped 
labels at Twenty 
200 labels) in a package cost 
More Information Circle No. 


using carbon paper. 


on all eight one time. 
five sheets 


75e. For 
153. 
MULTIPLE COPIER 
Photorapid of America, 
Broadway, New York 7, N. Y., 
that, in addition to normal single copies, 
an unlimited 


Inc., 320 
announces 


number of prints can be 


made from one negative with the Photo 
rapid The operator first 
makes a Photorapid transparency from 


photocopier. 
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original material printed on either one 
or both sides; and as many sharp, black 
copies as desired are made from the one 
transparency. Prints than 2¢ 
each. Anyone can Photo- 
rapid with a few instruction. 
Machines five decorator 
colors: blue, green, pink, gray and black. 
For More Information Circle No. 118. 


less 
operate the 
minutes 


costs 


now come in 


PAPER PUNCHES 
Acco Produets, Ine., Ogdensburg, N. Y. 
announces the addition of five colors to 
Acco paper punches. Now 
the popular No. 10 and No. 110 punches 


its line of 


are available in fireman red, pastel blue, 


pastel green, frost green (mist green), 
frost tan These five colors 
are in addition to the standard gray fin 
ish, which is the hallmark of the Acco 
Paper Punch. For More Information 
Circle No. 109. 


(desert tan). 


BENCH STAPLER 

Inc., East Greenwich, Rhode 
added new features 
KAD bench stapler, in- 
unit that can be 


Sostitch, 
Island, has 
to their 
eluding an 


several 
model 
air-drive 
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triggered by either hand or foot. The 
KAD stapler can be used for a variety 
of jobs that include fastening merchan 
dise to display cards, sealing shipping 
envelopes and small bags, and stapling 
papers. Several different heads and 
staple sizes can be used. Heads can be 
changed quickly and easily to suit the 
requirements of a particular job. For 
high production two or three of 
these machines can be set up to work 
as a single unit, their overall width al- 


jobs, 


lowing a minimum center-to-center spac- 
ing of two inches. Almost any job can 
be performed by the KAD stapler with 
60 lbs. of air When light 
staples are used, 25 to 30 lbs. is adequate. 
For More Information Circle No. 110. 


SYSTEMS DUPLICATOR 
A. B. Dick Co., 5700 W. Touhy Ave., 
Chieago 31, Ill, makes the Model 225 
Azograph Duplicator which is flexible 
enough to handle the requirements of 
most systems installations. Azograph 
employs colorless chemicals in place of 


pressure, 


aniline dye, assuring positive cleanliness. 
The Model 225, designed for sit-down 
operation to reduce fatigue, is on a 26”- 
high stand which houses the motor and 
foot control. A companion, the Model 


226 with self-contained motor, is de- 
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hither 


continuous teeding, 


signed for table-top operation. 
unit can be set for 


single evele feeding when it is 


or tor 
desirable to Tec 


ecards ot 


individual 


sheets» of paper n accurate register. 


These ‘duplicators are built for 
Casy loading, 


quick, 


with parallel moving feed 


widths of 


feed a 


adjustable for various 
Dual 
sheet 


rails 


paper, corner! 


separators 
single it down to the last 
of paper on the feed table. For 
Information Circle No. 106. 


LETTERHEAD DESIGN 
Neenah Paper U0., Neenah, Wis., ot 
porttoho, wats iy Right 
for You,’’ which 

businessman can contribute to the 


etterhead iat is righ 


at a time 
piece 


More 


ters a Letterhead 


shows how and why 


ation of 9 
his particular company. , » knows 


the factors that respon 


sible for his fir: 


these 


wt 

en 
perenne es 
yen 

yee 


letterhead. For example, one 


{ 


of letterheads demonstrates the value 


‘mphasizing speed and delivery in 
Another set 
important that 


letterhead Ip to 


stead of showing the plant. 
of letterheads show + is 
a company keep thei 
the minute. The portfolio demonstrates 


the business principles that underhe the 


right letterhead for any company. For 
‘*The Right Letterhead 


Circle No. 146. 


a Tree 
for You’’ 


Copy ot 
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COPYING RIBBON 
Madison 


I akes a 


Old Town 
New 


tvpewriter ribbon 


Corp., B45 
xorn. 27, BN. YY. 
that 


definition 


A ve., 
quality 
provides maxi 


un copy when used _ for 


Thermo-Fax copying. Available in 
eolors as »| as black, 


high 


these I bbons were de 


providing the 


same contrast and copy quality, 
veloped by Old 
with Minnesota 
Mining & Mfg. Co. and come in black, 
blue. Any 


in eon 


Town in cooperation 
colors 
they 


COpy 


green and two 


bination and 
1, 


produce 


sharp, dark 
Product 


contrast 


will not fade. number of 


ribbon is Old Town They can 


prepare 


copy for any white 


dupl eating ocess as well “as he 
work 


For More 


o used tor reg typewrite! 
and Thermo-Fax reproduction. 


Information Circle No. 117. 


LABEL HOLDERS 


Othe Inec., 9920 Freeland 


Mich., i 


vinyvlite 


Products, 
Ave., Detroit 27, 


Label 


akes Premier 


Holders 


which 
back ot 


plastic 
The 


erack, 


holder i to adhere indefi 


to any 


each 
| surface. Premier 
Holders can be cut with a scissors 


desired length. It Is Open on 


label 


and 


insertion of 


6”-holders 


sides Tor e@asy 


package contains en 
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ten label cards in perroratea 
Made in three 


a" sG" and i” x 6". 


strips tor 
‘asy typing. S1ZeS: 
146” x 6” Spec ial 
For More In 


sizes available on 


formation Circle No. 


request, 


116. 


OFFSET OSCILLATOR 
Allied 


ls, 


Mission 
makes the 
Multilith 
this 


Litho Supply Co.. 312 
Calif., 
1250 
and Davidson offset duplicators. In 


San Francisco 5. 


Aleo Super Oscillator for 


unit, the oscillating mechanism has been 
retarded sufficiently for very smooth and 
fast, 
Unit is 


slow operation, instead of a jump 


or chattering motion. eovered 


with black Lucite for maximum tensile 


strength. No etching is necessary 
Follow 


ing good lithographie practice, it has 
hard 


cite has perfect affinity for ink. 


surfaced roll contnet, rubber roll 


for ink transfer, roll to roll. Designed to 


stop scumming, give full plate coverage, 


assure sharp tones and clean reverses, 


and to fluetuate ink for clean pull. In 
addition to complete oscillating mechan 
ism, the shell 


For More Information Circle No. 


purchased. 


152. 


alone may be 


DATA FOR EXPORTERS 
RCA Communications, Ine., Dept. OF, 
New York 4, N. Y.., 


firms engaged in foreign trade a six-pag 


6G Broad St., 


brochure on the Bureau of Foreign Con 
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merece of the U. >. Dept. of Commerce and 
which it 


reports on the 


the activities with aids foreign 
traders. The 


of the Department "s 


brochure 


scope operations in 


expanding foreign trade, assisting ship 


licenses, coope! 


the tourist 


pers in obtaining export 


ating with industry, bringing 


U. S. and foreign businessmen together, 


promoting participation in the Interna 


tional Trade Fair Program, and aiding 


firms investing abroad. It describes over 


10 publications and reports, and lists th 


addresses of Dept. of Comeree field oftices 


in 32 cities. For a free copy of the 


brochure, Circle No. 160. 


POSTING TRAYS 


Meilink 1672 Oakwood 

Toledo 6, 
able posting tra 
leds 


oa 


Steel Safe Co., 


Ohio, makes two adjust 
vs for Hercules insulated 


files for ‘rs, legal letters o1 


{ hecks. By 


papers, 


loosening the wing nuts on 


the trays, side walls open or close to ac- 
widths from 5” up to 
from 8%” to 11” 


like 


commodate sheet 


mall tray and 


Trays have hook 


that make it easy for the 
out of the bottom of 


at a convenient 


handles 
ator to lift 


oper 
them 
the file and suspend them 


posting level on the edges of the file 


drawer. The full walls 


side 


prov ide 


maximum protection. friction 
in the bottom 


Full 


Special 


prevent sheets from slip 


ping. length runners protect fu 
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signed tor table-top operat on. Kither 


unit can be set for continuous feeding, 


or tor 


single cycle feeding when it is 


desirable to feed individual cards or 
sheets of 
These 


Casy 


paper in accurate 


built for 


register. 
duplicators are quick, 
loading, with parallel moving teed 
rails adjustable for 

Dual 


sheet at a time 


various widths of 


maper. corner separators feed a 
‘ | 
singie down to the last 


paper on the feed table. For 
More Information Circle No. 106. 


plece of 


LETTERHEAD DESIGN 
Neenah Neenah, Wis., of 
fers a Right Letterhead 


shows 


Paper i0.. 
‘*The 


which 


portfolio, 
for. xou,’’ 


businessman can contribute 


how and why 


ation of a letterhead that i y for 
his particular company. 
the factors 
sible for his 


Since knows 


that are primarily respon 


firm’s success, he 


gest these factors be 


incorporated 


yet 
areal 
perenne 


fae 
ree 


into the letterhead. For 
set letterheads demonstrates the value 


and 


example, on 


of emphasizing speed delivery in 
Another set 


is important that 


stead of showing the plant. 
of letterheads show it 
their 
portfolio demonstrates 


that 


a company keep 


the minute. The 


the business 


letterhead up to 
principles underlie the 
letterhead 


copy ot 


right fer any 
‘The 


Circle No. 


company. Kor 
Right Letterhead 
146. 


a tree 


for You’’ 
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COPYING RIBBON 
Madison 


makes a 


Old Town 
New 


typewriter ribbon 


Ave., 
quality 


Corp., 345 
ORK. 29, Dis Mes 
that 
um ) lefinition 
Phermo-Fax 


well as 


provides max) 
used for 


Available in 
providing the 


when 
office copying. 


black, 
hig! contrast 


colors as 


and copy quality, 


( loped by Old 


with 


hese ribbons were dev 
Minnesota 
black, 
colors 
they 
copy 


Town in cooperation 
Mining & Mfg. Co. 


red, creen ana 


and come in 


Any 


bination 


blue. two 


“av be had in econ and 
dark contrast 


Product 


produce sharp, 
hat will not fade. number of 
ribbon is Old Town They can 
used to prepare copy for any white 
int duplicating as well as be 


process 


ing used for 


and Thermo-Fax reproduction, 
Information Circle No. 117. 


LABEL HOLDERS 


QQV) 


work 


For More 


regular typewriter 


e Products, Ine., Freeland 
Detroit 27, 


Holders 


makes Premier 
which 


back of 


plastic 
The 


each holder is treated to adhere indefi 


nitely to any Premier 


Label 


surface, 
Holders can be cut with a seissors: 
length. It is 


sides for easy 


to anv desired open on 


label. 


and 


insertion of 


6”-holders 


three 


\ package contains ten 
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ten label cards in pertorated 
Made in three 
and 1” x 6”. 


For More In 


strips for 
typing. SIZCS: 
co”, %° a6" Special 
sizes available on 


formation Circle No. 116. 


request, 


OFFSET OSCILLATOR 
Allied 


st., San 


Mission 
makes the 
1250 Multilith 
and Davidson offset duplicators, In this 


Litho Supply Co., 212 
Calif., 
Aleo Supe! Oscillator for 


Francisco 5. 


unit, the oscillating mechanism has been 


retarded sufficiently for very smooth and 


slow operation, instead of a fast, jump 


Unit is 
maximum 


or chattering motion. covered 


with black Lueite for tensile 


strength. No etching is necessary 

Follow 
ing good lithographie practice, it has a 
contact, 
for ink transfer, roll to roll. 


cite has perfect affinity for ink. 


hard surfaced roll rubber roll 


Designed ti 


stop scumming, 


give 


assure sharp tones and clean reverses, 


and to fluetuate ink for clean pull. In 
addition to complete oscillating mechan 
ism, the shell alone 


For More Information Circle No. 152. 


may be purchased. 


DATA FOR EXPORTERS 


RCA Communications, Ine., Dept. OF, 
GG Broad St.. New York 4, N. Y.., 


firms engaged in foreign trade a six-pag* 


oilers 


brochure on the Bureau of Foreign Com 
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full plate coverage, 


meree of the I meree and 


the activities with 


lo Dept. of Com 
which it aids foreign 


traders. The brochure reports on the 


scope of the Department’s operations in 


expanding foreign trade, assisting ship 


pers in obtaining export licenses, 


coopel 


ating with the tourist industry, bringing 


U. S. and foreign businessmen together, 


1 
interna 


promoting participation in the 


tional Trade Fair Program, and aiding 


firms investing abroad. It describes over 


10 publications and reports, and lists th 


addr of Dept. of Comerce field 


omces 


x2 (ities, For a free copy ¢ the 


brochure, Circle No. 160. 


1” 


POSTING TRAYS 


Steel Safe Co.. 1672 Oakwood 


Meilink 
Ave., Toledo 6, Ohio, 


able posting travs Tor 


makes two adjust 
Hercules insulated 


files for ledgers, legal papers, letters o1 


checks. By loosening the wing nuts on 


the trays, side walls open or close to ac 


sheet widths 
from 816” to 11” 


Y like 


eommodate from 5’ up 


71%" (smi trav), and 


(large tray Trays have hook 


handles that make it 
ator to lift them out of the 
the file and suspend them at a convenient 
edges of the file 


walls 


easv Tor the oper 


bottom of 


level on the 
The full 


protect ion. 


posting 


drawer, side provide 


maximum Special friction 


in the bottom prevent sheets from slip 


ping. Full length runners protect fur 
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niture. Small tray is 9” high, large tray 
is 10%” high, both are 22” deep. Spe- 
cial trays can be ordered. The 
Hercules file series which bear the Un- 
derwriters’ Laboratories Class C Label 
and are capable of withstanding severe 
fire reaching 1700° F. at the end of one 
hour, offer a versatile selection of desk- 
side, point-of-use filing accommodations 
with adequate fire protection. For More 
Information Circle No. 126. 


$1zZe 


PAPER SHREDDER 


Industrial Shredder & Cutter Co., 103 
Mill St., Salem, Ohio, now offers a com- 
plete line of paper shredders to meet all 
the needs of factories, plants, 
warehouses and milis. The Silver 16 
shredder is standard for large industrial 
users, and is also used for the commer 
cial production of shredded paper. It is 
sable of shredding well over a ton of 
newsprint into %4”-strips in an hour. Ma- 
chine can be adjusted in 30 seconds to 


offices, 


14”, 1%”, or 14” shreds, and easily handles 
everything from tissue to several thick- 
corrugated. Its 15%4”-throat 
fast feeding, for a low 
labor cost on a shredder in the 3 hp. 
class. The Silver 16 is fast, efficient, 
safe and to operate. It carries a 
one-year guarantee and requires very 
little maintenance. All Industrial Shred- 
der machines are described in new liter- 
ature, along with details on 
free trial offer in your own plant, fac- 
tory, warehouse or office. For More In- 
formation Circle No. 120. 


nesses of 


permits easy, 


easy 


complete 
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MICROFILM READER 

Div., Sperry Rand 
Fourth Ave., New York 10, 
Film-a-record Elee 


accommodates 


Reming 


~ 


ton Rand 


Corp., 315 
i 
tronic AO 

either 16 or 


announces a 
Reader which 
35mm microfilm. Eleetroniec- 
ally operated, it features fingertip con 


trol from high speed to slow creep and 


stop, to meet all reference requirements. 
Its 1414"”-sq. 
greater perspective and brilliancy. Built 


screen shows images in 
in interchangeable lenses permit an in 
from 23 to i to 40 to 1 

Mounted on_ rubberized 
casters, it can easily be used in any de 
For More Information Circle 


stant switch 


magnification. 


partment. 


No. 145. 


ACOUSTICAL MATERIALS 

Armstrong Cork Co., Lancaster, Pa., 
offers a 16-page booklet on acoustical 
materials for commercial and _ institu- 
tional use to help provide data needed 
in choosing materials for specific uses. 
It discusses technical aspects of acousti- 
cal treatment in non-technical terms, En- 
titled ‘‘Quiet At Work,’’ the illustrated 
booklet outlines the various advantages 
of different types of acoustical materials. 
It includes pages on economy, beauty, 
fire-safety and maintenance. A _ chart 
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revolutionary 





letter opener 


opens your mail in 1/4 the time! 





> y 
Zs Uf (=m 
Vig 5” PRESTO Af (= 


a os 


eae 


t er 





How long do you wait before you can read the morning mail? The new BDC Letter 
Opener gets your mail opened and on your desk in % the time. Gone are the annoy- 
ing tedium and delay of slitting letters with a knife. Users wouldn’t give it up for 
twice its price. Order yours today! Money back if not completely satisfied. 


Time Saving: 4 times as fast 


Simple: one hand does it 
Self-Sharpening: no upkeep 
Efficient : trims 1/16” edge 
Neat: receptacle for cuttings 


Attractive: two tone finish 


BOHN DUPLICATOR CORP., 


USE THIS HANDY ORDER COUPON 
Bohn Duplicator Corp., 444 Fourth Ave., N. Y. 16 
Gentlemen: Enclosed please find check for . 


BDC LETTER OPENERS @ $14.95 each. 
Postage Prepaid. (Sorry, no C.O.D.’s.) 


Name of company 


Address 


City & State 


444 FOURTH AVENUE, NEW YORK 16 


For More Itnformation Circle No. 236 
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summarizing aavantages of each product 
type helps readers determine the 
terial that best their needs. 
a free copy, Circle No. 122. 


ma- 


For 


suits 


LETTER-PRINTING MACHINE 
Addressograph-Multigraph Corp., 1200 
sabbitt Road, Cleveland 17, Ohio, makes 
the Model 1938 Addressograph which will 


letter from blank paper 
ldress, salutation, 


He, at 
+ 


date, te 


Lette 


a nd 
Writer 


eolor, XT 


Model 


sig 


1938 


STRAIGHT AHEAD 


to lower costs for 
Snapapart and 
Tabulating forms 


« 


- 
ei 


eS 


0 


and Printer will complete per 


than 


proauce a 
ized lette I 


It 


tify a reply card; print a 


sonal for less one cent 


each. will print and personally iden 


return address 


and postal indicia simultaneously with 
of lope. An 
matic selector makes pin-pointed promo 
It t, head-up 


statements other 


the addressing the env auto 
tions possible. 


date 
| roduce and 


will also pri 


and and forms; 


address internal communi 


cations; operate independently as an all 


and 


purpose n data writing machine. 
For More Information Circle No. 128. 


ame 


REFERENCE CHECKER 


Brewster Co., Box Jackson 
Heights 72, N. Y., 1 
ployee reference checking forn 


ith 


about job applicants. The form 


286 


as developed an em 


which is 


mailed to former employers w routine 


inqulries 
makes it easier for the 


former employer 


to pinpoint a employee under 
would 


This 


avel 


nine ratings of which only three 


be acceptable to the new ¢ mployer. 


reduces the tendency to overr: 


te or 





‘BONMNAR-VAWwTeE 


1735 EAST 30th STREET* CLEVELAND 14, OHIO 


Sales Offices and Dealers in Principal Cities 


For More Information Circle No. 324 
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| machine does the work of 


The Todd Bank Balance Controller is really a whole disbursement 
department in itself! 


It imprints the amount at the rate of 1500 to 2000 checks 
an hour 

It protects the amount imprinted against alteration 

It lists each amount 

It signs and guards against forgery 

It counts the number of checks written 

It adds the amount of the checks 


And—in addition to all this—it automatically deposits checks in a 
locked compartment. 

For complete information and helpful case histories of what 
the Bank Balance Controller has done for other companies, control- 
ling and speeding up disbursement operations—miail the coupon. 






BEER R ERR RRR RRR RRR EEE 
“ x | THE TODD COMPANY, Inc., Dept. 0-956 B 
a7 / Rochester 3, N.Y. f 
| r™ V Please have your representative phone me for an 
~y ¥ appointment. I'm interested in what the Bank Bal 4 
|] 3 3 / ance Controller can do to improve my disbursement ® 
procedures. 
I Dodd & 
COMPANY, INC. ; . 
Name of Company 
Todd * 
Address ( Srate 
2OCHESTER NEW YORK os sie 7 z 
SALES OFFICES IN . PRINCIPAL CITIES Your Name and Title 2 
SUBSIDIARY OF Phone Number 9-9 - 
2URROUGHS CORPORATION SSS BBE EEE REESE 


For More Information Circle No. 241 
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e the difference with 





. ORRISSON 
JONES AND M 
me 


b and Portiand 


Pex Sonn @nittier “ “ " poLl ARS 
- | OF » 
ORDER ¢ THE suMior 2 Ra -_ wognisson 


een 








use & new 
a that we 
é suggest? be 
x eorck 810 permanent ” ; 
tn tant aocument s, * 


tape -~ . a 


menuins 
and anche 04 
tape wou reportes ume 4@ 
in sods. The ve va fe +e 
ss when you appr y 
a ao you think 


rt 
impe ac Like 
recores _ 4 
sr cloud 
shrink oF 
to be 
and it's 


WON'T SHRINK. . 


cloud . .. won’t 
“SCOTCH’”’ 


S-2g=t 
won’t / Nea A he 
ooze adhesive! 810 
810 Permanent Mend- | Permanent Mending Tape 
ing ‘Tape is completely transparent, tar + Wort Ooze + 
with a special dull-finish surface \ 
that won’t reflect highlights. 

Get the ideal tape for all perma- 
nent sealing, attaching, mending 
jobs—“‘Scotcnu”’ 810 Permanent 
Mending Tape! 


\ 
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Reg. U.S. Pat. Off. 


SCOTCH BT Permanent 
Mending Tape 


BRAND 





gSON 
ap MoRRISSO 
. JONES AND ov etsst 
rh end Porti* 


at OLLARS 
7 Bisme2e i 


wnit 
Y J 
Prost — 
ORDER OF t suM ore Ks - Wr yl 


TH 
oe eee eel  —~—~~ 


iil 

















ge use & new 

3 Tape “7 
4 4 

a Mending _— 

manent necks» BaP 

810 perm torn onee 3 a 


Bs 


aocume mt 
3 4 Ke tne 


erea that 

t's veen suggest© : 

*ScoTCH® 
nt 


,pove.- 
134 


mending job 
invisibs® 


what ao ¥ 


é 


Reg. U.S. Pat. Off. 


SCOTCH 81 Permanent 
Mending Tape 


it holds invisibly... it mends invisibly. ..and you can write on it! 


+t 
The term “Scotrcn” is a registered trademark of Minnesota Mining and Manufacturing Company 4 aa 
St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada: P.O. Box 757, x ye 
London, Ontario. > 


For More Information Circle No. 346 
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VERTICAL 


SAVES & PROTECTS 
your STENCILS, 
OFFSET h NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have ‘filed’ in messy piles, on hooks, etc. You‘re 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
a year! Stencils, negatives and masters hang free 
from pressure . . . protected against damage . . . 
easy to file ond find, FILE cues 


be SAVE 
SPACE 


against 


Wi easyY- 


There’s a MIM-E-O 
model to save and 
protect all types and 


rotect ail types 
—-. EASY-FIND INDEX 


Write today for FREE Illustrated Brochure! 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. © Chicago 22, Ill 


Distributors . . 
solve your 


to help 
offset filing problem. 


- coast-to-coost... 
stencil or 


For More Information Circle No. 378 


| cessed 


| direct the air 


| cooled 


toe plate elim 


|} with m 
| Three 

| stamped non-adjustable 
adjustable 
| able 
| cated 
| drive 


age off 
The 
visors to rate 
More Information Circle No. 176. 


a former employee’s performance. 


form may be also used by super 


present en ployees. For 


ALL-YEAR AIR CONDITIONER 
Harrison, N. J., 
Room Air 


condit ioning. 


Worthington (¢ orp., 


makes a Fan and Coil Con 


ditioner for year-round ait 
A choice of 
ditione 
ing in 
hiitration 


recessed or cabinet type con 


srs supplies both heating and cool 


one compact unit, including ai 


ventilatioz Cabinet 


Tree 


and unit 


is designed for standing mounting 
wall. Re 
fully 


stool. 


window or along a 


type unit is designed to be 


under a 


cessed in a wall under a window 


Units are connected to a supply and 
return water piping system emanating 


from a remotely located central heating 
whieh delivers the 
Twin blowers draw 
blend it 


(if desired 


and cooling 
hot or chilled water. 
through the 
filtered outside air 


systen 


room air 
fresh 


filter, with 
and 
where it is 
during hot 
weather. A 
htly 
cleaning of the 
steel 
against 


coil 
dified 


heated in l 


over the 
and dehumi 
weather, or cold 
inates unsig return air 
and allows 
Drain 


astic 


grille 


ensiel 


room. pipe is heavy coated 


to protect corrosion. 
types of fixed 
deflection, 
deflection, and adjust- 
The lifetime lubri 
connected by direct 
avail- 


discharge grilles: 
single 
single 
deflec 


motor ~ 


double 


t10n, 
fan 
to the 


fans. Cooling coils are 
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able in 4, 3, and v-row design. One-row single unit. One installation gives two- 
steam coil for heating in existing build- dryer performance without decreasing 
ings with satisfactory steam heating sys efficiency. A stream of hot air is provided 
tem is also available. For More Infor- instantly upon the touch of the 


starter 
mation Circle No. 162. button. 


After the heating cycle is com- 


HAND-FACE DRYERS 
American Dryer Corp., 1324 Locust St., 
Philadelphia 7, Pa., makes electric hand 
face dryers in a new white all-white, 
two-tone milky white with Nickeloid 
satin stripe, ebony black, suntan coppe1 
and Chinese red. Other colors to mateh 
specifications can be supplied upon re 
quest. Other improvements in the 1957 
line include design developments in con 
struction to increase efficiency. Dynamic 





and statically balanced fan wheels, new 
fan housings and heavier heat coils pro 
duce faster drying. The new models bear 
a factory extended warranty of 36 pleted, the dryers shut themselves off 
months. American Dryer Corp. manufae automatically. Illustrated literature in 
tures a standard single nozzle unit and cludes a cost analysis chart comparing 
also dual nozzle dryers which permit two different drying methods. For the 


free 
people to dry simultaneously from a literature, Circle No. 142. 


AN AMAZING NEW INVENTION aay Wes 


ql| EJECTOR WHEEL 4 
STREAKS 


even over solid printed areas 


FITS ALL 1200-1250 
MULTILITH PRESSES — a New, Sor the first time, you can do away with all printing 
: =" streaks due to ejector wheels running over printed areas. 
This simple, but ingenious new STREAK ELIMINATOR is a necessity 
. for every Multilith press. Simply insert wiper pad, squeeze on some 
cleaning fluid, and merely snap on STREAK ELIMINATOR to 
Ejector Wheels (as illustrated above). Multilith presses are now 


CUTS PAPER WASTE! ready to run... , free of Ejector Wheel Streaks. Besides the obvious 


savings in running time, you can DO AWAY WITH PAPER WASTE by 


“ printing on stock pre-cut to finish size. The EJECTOR WHEEL STREAK 
ELIMINATOR will pay for itself on the first few jobs you use it: 
UNCONDITIONALLY GUARANTEED 


ORO ERR RRR RR ERERESER ER ER EEE EEE 
THE EJECTOR WHEEL STREAK ROLL-O-GRAPHIC CORP., 
ELIMINATOR comes complete 


133 PRINCE S8T., N.Y.C. 
with a full year’s supply of pads, 


DEPT OF9 
plastic squeeze bottle, and a gen- 


erous § ly of STREAK ELIM- : ei ter my order for . sets of 
ous supp y eee 
- Please en 


\ Ejector Wheel Streak Eliminators. I 
wiper pads can be reordered understand this unit is completely and 
through your authorized ROLL- unconditionally guaranteed. 
0-GRAPHIC dealer. 


NAME TITLE 


id 
) 


MANUFACTURED BY 


ROLL-0-GRAPHIC CORP. 133 prince st. w. v.¢. 


For More Information Circle No. 375 
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DRAWING LEAD DISPENSER 


Koh-I-Noor Pencil Co., Bloomsbury, 
N. J., announces the Koh-I-Noor Ejecto 
matic Lead Dispenser which holds a 





dozen full-size leads already sharpened 
for use. The patented lead ejector se 
lects a lead, advances it and holds it 
firmly while it is being inserted into the 
lead holder. Hands never touch the leads since you can see at a glance when your 
which are always instantly available, supply starts to run low. A complete line 
neatly stored and completely protected of 17 degrees Koh-I-Noor Graphite (im- 
against damage and fully visible in then ported) and colored drawing leads will 
transparent plastic case. It is impos be offered in the new dispensers. For 
sible to run out of leads unexpectedly, More Information Circle No. 119. 


it’s in your bag! 
the SAVINGS by using 


SPRING-DEX’ 





the vertical and visible wonder! 


=—— 


BLIND RECORDS 





/ 


4 

J regardless of 
4 

/ your present Sys- 
/ 

y tem, you can con- 

vert to this easy 


labor-saving method 
1/10 the cost of Visible. 
ALL the Advantages of Vertical and Visible. 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


For More Information Circle No. 317 
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PROJECTION SLIDES 


Haloid Co., 56-21X Haloid St., Roches- 


ter 3, N. Y., announces that transparen- 
cies for lantern slides and overhead pro 


jectors can now be made by Xerography. 


Transparencies made by conventional 


methods require up to an hour and more, 


whereas Xerography will do the job in 
about three minutes and 
costs by more than half. 
sheet of film 
the powder image 
done’ by 


cut material 
The 


or 


copy is 
made onto a 
of 


acetate is 


acetate. 
to the 
While 
standard Xerox copying equipment may 


Fusing 


vapor. 


be used for the type of transparencies 


common to overhead projectors, Haloid 


recommends for lantern slides the 
supplementary converging lens in 
the Xerox No, 4 Camera. A Portra, plus 
l diopters, VI, 
19/16” 
other recommendation is 


use 
of a 


mounted on a 
adapter ring, is 


Series 
suggested. 
the use of the 
camera’s ground glass for focusing and 
precise image size. 
will 
sharpness. 


A small magnifying 
aid in 
Standard xerographie charg- 
ing and developing techniques are suit 
able. 


glas 
glass 


obtaining maximum 


Copying and fusing of 
document 

three 
acetate is 


an original 
onto acetate requires only 
For lantern slides, 
trimmed to the 
sandwiched between cover 
and the edges bound with tape. The com- 
pleted slide is then ready for projection. 
For More Information Circle No. 115. 


about minutes. 
the 


s81Ze, 


desired 


glasses 
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An- | 


NOW 
VISUALIZATION MADE EASY 
AND 
INEXPENSIVE BY CHART-PAK 


Tapes, Templates, Boards .. . 
everything for graphs, charts, presentations, 
office and plant layouts, organization charts— 
all from Chart-Pak 


All have pressure sensitive adhesive backing — 
can be affixed, removed or replaced easily. All 
can be reproduced 

TAPES — opaque and transparent — 1/32” to 2” 
wide — 14 colors—over 60 printed designs. 
OFFICE TEMPLATES, form and flow symbols and 
pictographs in a wide assortment 

REUSABLE WORKBOARDS in transparent and 
opaque plastics, with printed reproducible or 
non-reproducible grids to assist in laying out 
material. Write for data and free samples. 


The Versatile 
Oraftemon 


Me eee 


CHART-PAK, INC. 
105-1 Lincoln Ave., Stamford, Conn 
Please send information and free samples. 
i'm interested in: 
(CD Office Layouts [] Flow Charts 
(J Graphic Charts 
a 
Compony___ 
Address__ a 
a _Zone State —— 
§ would like to buy Chart-Pak material from my local 
dealer 


TRADt mane 


(CD Plant Layouts 
(] Organization Charts 


= me Title “ 





I 
| 
| 
1 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
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FASTEST GIRL IN THE 
OFFICE IS THE ONE 


WHO USES THE FASTEST 
10-KEY CALCULATOR... 


Comptograph is the new speed wonder that adds, subtracts, multiplies, even di-, 
vides at 202 printings per minute. All-electric operation, quiet and efficient with a 
human-engineered keyboard. Five new models. For a demonstration on your 
work, look in the Yellow Pages for the Comptometer-Comptograph representative. 


Products by COMPTOMETER: 


COMPTOGRAPH®. «© COMPTOMETER® «¢ DICTATION -MACHINE 


FELT & TARRANT MFG. CO. 1715 North Paulina St., Chicago 22, III 


For More Information Circle No. 380 
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ORDER CONTROL SYSTEM 

Corp., 4740 N. 
Ravenswood Ave., Chicago 40, IIl., states 
that 


Cummins - Chicago 


shipments are made daily to cus- 
tomers in every industry without their 
ever bill for the merchan- 


most common 


receiving a 
of the 
shipments are lost and billing not 


lise. Some reasons 


why 
made are: control numbers out of. se- 
juence; loss or theft of shipping notifi 
or control 
- consuming 


perpetuate 


cation; missed duplicated 
tedious, time 


breed 


and 
which 


numbers; 


checkouts and 


Theres safety 





An 
Safety in Numbers,’’ describes the Cum- 


errors. 


mins Order Control System, the heart of 
the Perforator. This 
automatically provides a con- 


which is Cummins 


machine 


secutive number, automatically registers | 


it in proper sequence of shipment, and 
perforates up to 20 copies each time the 
machine is actuated. The shipping order, 
invoice and other supporting papers all 
have the same date and control 
You can quickly determine stolen ship- 
ping notifications and pilferage by recon- 


ciling all documents by control number | 


The 


because 


date. Cummins Perforator is 
tamperproof lock 
the numbering sequence and the perfo- 
rated papers are foolproof. because ‘‘ you 
can’t hole.’’ Unperforated or 
ders cannot be filled. For a free copy of 
the booklet, Circle No. 108. 


and 


one eontrols 


erase a 
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number. | 


World-famous 
COMPTOMETER: 


SPEED 


WITH FLOATING TOUCH 


ACCURACY 


WITH 3-WAY CONTROL 


illustrated booklet, ‘‘There’s | 


| 
| 
| 
| 


QUICK ANSWERS 


WITH DIRECT ACTION 


e¢ For a demonstration of this high- 
speed adding-calculating machine on 
your own work call the Comptometer- 
Comptograph representative. 


Products by 
COMPTOMETER' 


Comptograph® - Comptometer® - Dictation Machine 


FELT & TARRANT MFG. CO. 
1715 North Paulina St., Chicago 22, III. 


For More Information Circle No. 374 
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CHARGE ACCOUNT FILE ished in desert tan both inside and out, 
with chrome trim for use under the R. 
C. Allen Cash Register. Model FCF-10 
has filing pockets for numerical filing, 


R. C. Allen Business Machines, Ince., 
679 Front Ave., N.W., Grand Rapids 4, 


Mich., makes the Flame Guard Syste ‘ 
105 individual accounts, 15 miscellaneous 


accounts (total capacity 120 accounts). 
Filing supplies such as ‘‘Account Ree 
ord,’’ ‘‘Credit Limit,’’ ‘‘Stop,’’ ‘‘Mis 
cellaneous Pockets,’’ ete. Model CF-20 
is exactly the same as Model FCF-10 
but without insulation. For More Infor- 
mation Circle No. 111. 


SALESMEN’S KIT 


) 


Culve!l I roducts ( - Ders) Eastham 
l 


Drive, Culver City, Calif., makes the 
Sales-Maker, a packaged publie relations 
system designed to inerease salesmen’s 
sales. Ten minutes a day is all the time 
necessary to use it effectively to create 
contacts when none exist and develop 

; present contacts into customers. Kit con 
matic Charge-A-File. This credit file tains 250 personalized correspondence 
carries the label ‘‘ Actual Furnace Tested ecards in ten categories: Anniversary, 


for 1 Hour at 1700°.’’ Beautifully fin- Apology, Birthday, Condolence, Congratu- 


For Beller Printing 


3 GREAT PRESS AIDS 


212 MISSION STREET ¢ SAN FRANCISCO 5 « CALIF. 
































OSCILLATOR FOUNTAIN LOWER FEED ROLLS 


i2somuLtiitHORDavioson 60 REGULATOR 1250 + 1300 + 2066 MULTILITH 
For More Information Circle No. 315 


THe Orrice—September, 1956 











TUBE INK 
for GESTETNER DUPLICATORS 


@Fits the Express Inker PERFECTLY — 
NO ADAPTORS REQUIRED 
@MORE COPIES PER POUND 
@FREE FLOWING 
@FASTER DRYING 


Will not damage silk screens or waver roll- 
ers...will not clog pump. 


Available in the following colors 
RED * GREEN * BLUE * BROWN 
YELLOW * ORANGE * BLACK 
GRAY * PURPLE 


AND... 


The world famous KLEAN 
WRITE ‘Crystal’ Stencil is now custom 
made for the Gestetner and all other foreign 
duplicotors. ONLY KLEAN WRITE QUALITY 
can assure you of the following features: 
STATIC FREE... PERFECT FIT... LONGER RUNS 
... THE NEW AND REVOLUTIONARY “JET” 
GREEN COLOR! 


\ 


FRANKEL CARBON 
®@ RIBBON CO... 


285 Rio Grande Blud. Denver, Colorado 


For More Information Circle No. 379 
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Coming to augment the M-2 


The new = REX-ROTARY M4 
Electric Mimeograph 


Booth 318W at the NSOEA meeting 


BOHN DUPLICATOR CORP., 444 4TH AVENUE, NEW YORK 16, NEW YORK 


For More Information Circle No. 323 
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lations, Contacts, Get Well, Meeting New 
People, Miscellaneous, and Thank You. 
\ suitable cartoon is printed on each 
ecard with personal imprint, name, firm 
and address. There are 250 matching en 
velopes and 100 personal data cards to 
keep a record of contacts and their fami 


lies. Twelve monthly and 10 category 


indexes are included. A booklet, ‘‘ Per 
sonal Public Relations and Publicity,’’ is 
a guide to achievement and tells how to 
‘develop friendly contacts, what to say in 
writing to friends and contacts, and how 
to get personal publicity. The Sales 
Maker is supplied in a deluxe gift pack 
age for desk use ($17.50) and a sales 


man’s utility working kit in a plain box 


($12.80). For More Information Circle | 


No. 158. 


CHEMISTRY TEMPLATE 


C-Thru Ruler Co., 873 Windsor St., 


Hartford, Conn., makes a Chemistry 


Stencil or template with cut-outs of bun- | 
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PUZZLED BY 
FILING PROBLEMS ? 


| —— Are filing cabinets gobbling 


up valuable floor space? 


|= Are crowded files ruining 


filing efficiency? 


| —- Are additional cabinets costing 


unplanned for expense? 


Solve Your File 
Problems 
with the 


y.s. Patents 


protected by 


Visi-Shelf Units are 
available with doors 
for maximum record 

protection; without 

doors where dust 
protection is not 

essential; of in a 


combination of both! 


Send for Record 
Survey Form & Terminal Digit Filing 
Manual. No Obligation! 


Visi-Shelf File, Inc. ; : 

105 Reade Street New York 13, N. Y. 

Please send the following: 4 
File Survey Form ' 
Manual on Terminal Digit Filing . 
Catalog & Name of nearest distributor! 


Firm Name 
Address 
City Zone ~~ .-~State J 


LL LL 


For More Information Circle No. 347 
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Wherever people work 
standing ... 


they re —. oa 
ece fatique 
sore efficient 


when they are 
standing on 


HYGIENIC 


MATS & RUNNERS 
@ 8 MARBLEIZED COLORS 
@ BEVELED EDGES FOR SAFETY | 


See your OFFICE SUPPLY DEALER or write: 
FLOORING DIV., Dept. £ for prices ond litereture. 











i 
ad 





Peas obacrs past 


THE HYGIENIC DENTAL MFG. CO. . 
AKRON 8, OHIO, U.S.A 


For More Information Circle No. 319 
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beakers, flasks, test 
retorts, ete. The outer edges form angles 


sen burners, tubes, 


tor use 
Made of 


stand long, hard usage, 


in drawing bent delivery tubes. 
with- 
this stencil makes 


sturdy, clear plastic to 


it possible to neatly, accurately and 
quickly draw the various items in elass 
rooms and laboratories. Chemistry Sten 
ceils are packed one dozen to a box and 
Made to retail at 
20e each. For More Information Circle 


No. 124. 


three dozen to a box. 


CLOTHES RACK 

Mfg. Co., 3010 N. Burdick, 

Kalamazoo, Mich., has added the Ninette 

Wrap Rack to its line of Wrap and Wrap 

Check 

dates nine coats and nine hats. 
ideal for the 


Borroughs 


Racks. The new rack accommo 
The unit 
office where ae rack 
12 coats and hats is too large, 
holding six coats and hats is too 


he Borroughs line now ineludes 


standard models of wrap racks accom 


nine and 12 ecoats and 
cheek racks 
16 and 20 coats and hats. All 
except the six 


modating 81x, 


hats, and wrap accommo 
dating 12, 
wrap rack are available 
in double-face units. Add-on units, which 
eliminate one upright post on each extra 
section, are available. Hanging wall 
units are included in the Borroughs line. 


For More Information Circle No. 105. 
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Now Cut Your Collating Costs by 70) % 
with the all new THOMAS COLLATOR 


Here’s exciting collating news! Now, as 
never before, you can cut those painfully 
high collating costs with the all new 
electric-powered or mechanically oper- 


ated Thomas Collator! 


And only the all new Thomas Collator 
offers all of these important operational 
and design features. There’s exclusive 
Speed Load Control that permits faster, 
easier stacking in bins . . . new Rotating 
Feed-Fingers for unparalleled efficiency 
. .. increased bin capacity and size .. . 3 
models, 6 sizes from new table-top to 
new tandem .. . beautiful modern styl- 


|: 


“a 
( olla tows ;, 
More In Use Than 
All Other Makes Combined 


165 SALES AND SERVICE 
OFFICES COAST-TO-COAST 


ing . . . and so many, many more im- 
portant built-in advantages! 


Whether you spend 2 or 200 hours a 
week collating sales bulletins, price lists, 
reports or any other duplicated material, 
there’s a specific model to fit your needs. 


Today find out how you can say a thank- 
ful “good riddance” to the time waste 
and confusion of old-fashioned collating 
methods. Fill out and mail coupon for 
your free copy of our colorfully illustrat- 
ed brochure that tells how to increase 
efficiency, perk up office morale and re- 
duce costs by as much as 70%. 


[“fhomas Collators Inc., Dept. B 
| 50 Church Street, N.Y.C. 7, N.Y. 


a 
((] FREE New Full Color Brochure 


(] FREE Thomas Collating Cost Calculator 
(] Demonstration at my convenience. 


(Please Print) 


STATE 





For More Information Circle No. 242 
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ff W hd 
7 lar for Office Efficiency 


Your National Stationer 
Carries Items with Extra 
Features for You — 
Here are 3 Star Examples Xk 


CATALOG COVERS 
National's experience and facilities for making 
millions of stock ring binders annually provide 
ability to make long-lived, attractive special 
ring binders for catalogs, manuals, price lists, 
etc. Accessories include reinforced indexes, 
transparent folders, zipper cases, display port- 
folios. 


SIMPLEX 
Machine Bookkeeping Equipment 
For light-weight, portable posting with 


single action open trays. 


open sides let in light, 


drop sides provide off- 


MULTIPLE Cas setting of sheets 
POSTING OUTFIT locked cover, portable 


For writing three forms at once on pay stand with adaptable 


’ tops 

roll, accounts payable, accounts receiv- P 

able... simple sliding steel mechanism precision printed forms 
... provides accurate form alignment 


. compact... . portable. 


Write for Folder No. 306 
NATIONAL BLANK BOOK CO., 
Holyoke, Mass., or .. - 





ua NATIONAL 
CALL YOUR NEAREST 


NATIONAL ‘cox STATIONER 





For More Information Circle No. 185 
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COVER STOCK ! NO OTHER 
Mead Papers, Ine., 118 West Ist St., 
Dayton 2, Ohio, offers a Demonstration _ PAPER CUTTER 
Portfolio and matching Sample Book on | } 
Wheelwright Leatherigl ove de 
saeete pans poe ‘lity hee ‘hint FOR SMALL JOBS IS BUILT 
it is one of the easiest printing embossed 


covers. Portfolio cover and six inserts T0 SELL $0 LOW! 


were produced by letterpress, offset and 






THE MICHAEL 
14” ALL-PURPOSE 
PAPER CUTTER 


“LEATHERIGHT 


For all mimeograph, 
as duplicating, small offset 
or reproduction departments; 

for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
insert demonstrates a suggested use, printers, letter shops, offset shops. 
among them being menu covers, booklet 





sereen process to illustrate its adaptabil 
ity to all three printing processes. Each 


Order from your dealer or 


and brochure covers. Matching Sample 4 
. the nial » | \ Michael Lith 


300k shows seven attractive colors 


CORPORATEDO 





available: blue, brown, buff, gray, green, | | , 145 WEST 45TH STREET 
red and ivory, standard weight. For a NEW YORK 36, N. Y. 
copy, Circle No. 148. ic od ts 





wae Se 
For More Information Circle No. 376 





FLUORESCENT FIXTURE 
Day-Brite Lighting, Ine., 5411 Bulwer 0- 
Ave., St Louis, Mo., makes the Holiday, SORT FILE 
an enclosed, surface mounted fluorescent SAVES 20% TO 60% TIME 


fixture which is described as providing | 30 Models. Systems Sorting Service 


the comfort of prismatic controlled | THOUSANDS IN USE For fast hand-sorting of cards, 


light. The hinged 4-foot enclosure incor — — a 
ments. We make all types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 


porates two injection molded prismatic 


elements. Lens control provides sufficient 
upward component to light the surround- 











Re tore circulars. 
ing ceiling area. Holiday was designed | Vain Aleem Wed Representatives everywhere. 
specifically for application in low-ceil- | Associated Industrial Designers 
: areas } 5 aa 10 . sia a P.O. Box 12652. Los Angeles 39. California 
ing areas in offices, St hools, stores, un Plant: 1248 East Sixth Street 
der balconies, and in industrial areas Warenouse: New York, Chicauo 





For More Information Circle No. 377 
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FOR ALL YOUR 
INKED RIBBON 
& CARBON PAPER 
NEEDS! 


This 36 year old house, 
now a division of the Dixon 
Carbon & Ribbon Corpora- 
tion, offers stationers and 
dealers the best deal ever on 
competitively priced quality 
typewriter ribbons and car- 
bon papers. Call Allen today 
for prompt sample service 
and quotations on our com- 
plete line. All ribbons and 
carbon paper supplied boxed 
under our trade names — or 
yours — as you wish! 

We guarantee you BIG 
PROFITS on our low price— 
top quality products. Write, 
phone or wire now .. . get 
profit-happy with Allen! 


Phone 
BEekman 3-2255 





ALLEN & COMPANY 


Division of 
DIXON CARBON & RIBBON CORP. 
MANUFACTURERS 
INKED RIBBONS & CARBON PAPERS 
11-13 VANDEWATER STREET 
NEW YORK 38, N. Y. 





eA LTO 
For More Information Circle No. 325 
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tasks. It is 
and 


involving critical seeing 


Rapid-Start ballasts 


t-foot 


with 


equipped 


ean be furnished as units with 


8-foot 


More 


with ends, and 


For 


ends, &-foot units 


fill-in 
Information Circle No. 141. 


PRINTING ADDING MACHINE 

Ine., 188 W. 
announces a new 
Machine, in 


section with coupling. 


Fremaco International, 
Randolph, Chicago, IIL, 
Adding 


Summira Printing 


addition to their Standard non-print 
This low priced printing adding 


The 


model, 


machine has. direct subtraction. 
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EASY TO CLEAN 


Just a damp cloth mokes it 
gleam. Resists alcohol, ciga- 
rette burns, etc. 






Lome 


j pl. THICK 


Over %"-thick tempered 
Presdwood plus heavy lami- 
nation of tough plastic. 
Won't creep—won't warp. 






TOUGH 


Chairs glide smoothly over 
the gleaming moar-resistant 
surface. Never gets slippery. 





STEEL PRODUCTS, INC. 
53 W. Jackson, Chicago 





UL 
mtg 
SOLVED 


/. most beautiful 


“PLASTIC CHAIR MAT 


ever designed 


If your chair mat looks seedy and out-of-place in your office, you 
need the room-transforming beauty of the plastic ‘Executive’ 
Maso-Mat. If you are weary of the need for re-painting or re- 
finishing your old-type mat every six months, you need the long 
wear given by the tough “Executive.” If you want a mat that 
remains a harmonious and striking addition to your office decor, 
instead of becoming an eyesore, you need the beautifully wood- 
grained plastic Maso-Mat—it comes in Driftwood Gray or rich 
Walnut. If you want a mat that won't creep, won't slide, has a 
jewel-like surface but isn’t slippery, and really is “The Most 
Beautiful Chair Mat Ever Designed,” you'll buy Maso’s low-cost 
plastic “Executive” chair mat for your company’s offices. At better 
dealers everywhere. 


MASO STEEL PRODUCTS, INC. 
53 W. Jackson, Room 909 
Chicago 4, Illinois 


FREE CATALOG 


Please send me FREE Maso catalog and more information on the plastic 
“Executive’’ Maso-Mat. 


NAME 
TITLE 














COMPANY 
ADDRESS, 








(city) (zone) (state) 
For More Information Circle No. 194 


@Seeewereeeroeoeoee ee 25°74 
| 
| 


ie 








pre-sensitized 
plates produced 


in seconds..... 
with Rapid Printer 
by nuArc 














...the only Complete 
Printer with a built-in 
automatically controlled 
Carbon Arc Lamp 





It is a proven fact 

that the carbon are lamp is 
the only known method of 
making long running offset 
plates that reproduce true, 
sharp line definition and 
dot structure. 

Make your plates efficiently 
and economically, the same 
as the large lithographers 

. with an arc lamp. 

Get the facts on nuArc 
Rapid Printers. 


Contact your dealer 
or write for bulletin 230A 


COMPANY, INC. 
General office and factory: 
824 S. Western Ave., Chicago 12, til. 


Eastern Sales and Service: 215 Fourth Avenue, New York, N. Y. 


For More Information Circle No. 238 
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number to be subtracted can be set into models as well as new 20- and 32-sheet 
the machine and removed from the total tandem models. As with the present 
in one simple operation. Machine weighs standard bin assembly, the new com 
only 8% lbs. and its standard roll or ponent permits a 70% greater paper ca 
adding machine paper is easily accessible 

for changing. A two-color ribbon prints 

additions in black and subtractions and 

totals in red. Nylon gears require no 

lubrication and give efficient, quiet op 

eration. Visible total and individual en 

try dials allow each figure to be checked 

by operator as it is entered. Retail price 

of the printing model Summira Adding 

Machine is $79.95 plus tax, slightly 

higher on west coast. For More Infor- 

mation Circle No. 151. 


COLLATOR 


Thomas Collators, Ine., Dept. B., 50 
Church St., New York 7, N. Y., an 
nounces a collator bin assembly for sheet 
sizes up to 17” x 22” as optional equip- 
ment for both electric and mechanically pacity per bin over former units. To fa 
operated Thomas Collators. The re-_ cilitate loading of extra large sheets, all 
designed assembly is offered in a special! Thomas Collators are equipped with 
series of new 10- and 16-sheet floor Speed Load Control which automatically 


Save time... avoid costly errors... 


addressing multiple shipments 
as by-product of office procedure 


With STEN-C-LABLS, you actually elimi- 
nate several steps in the usual multiple ad- 
dressing process. The STEN-C-LABL is ad- 
dressed at the same time as your invoice, or- 
der or bill of lading, whatever your procedure 
or equipment. Addressing errors, mis-ship- 
ments are avoided. 


Shipping department makes unlimited im- 
pressions direct to PANL-LABL on carton 
with STEN-C-LABL applicator. You save the 
STEN-C-LABLS can be prepared on any type cost of buying gummed labels and the time 
of office equipment, such as IBM tabuloting to address and fasten to carton. 
vipment, Card-o-type, Teletype, as well as 
aad or electric typewriters. Thousands of dollars are being saved by pre- 
sent users by eliminating office — of 
shipping labels and cutting costs on handling 
Learn how STEN-C-LABLS can help of multiple shipments. 
solve your multiple shipping problem. DEPT. 0-9 


Write TODAY for FREE brochure STEN . C ” LABL, INC. 


° va 
i aiden 2285 UNIVERSITY AVE. ¢ ST. PAUL 14, MINNESOTA 





For More Information Circle No. 318 
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\ AUTOMATION 
IN a 


.. at the touch of 
@ button you can print 
‘ 110 copies per 


AUTOMATIC ELECTRIC 


SPIRIT DUPLICATOR 


The Heyer Conqueror prints in 1 to 5 
colors at a fraction of a cent per copy.. 
without effort. Hundreds:-of sharp; clean 
ore} o](-t-Mehm-Talaealisl Mag el-le Me Galad label mele a 
role m eal -masr-t-)e-1at-lieslel im elelti melt elm dalt-mal-t' 
duplicator. It ‘‘Ailways .Makes a Good 
Impression.’ 


THE HEYER CORPORATION 
1821 S. Kostner Ave., Chicago 23, 111. 
Please send free booklet and details on Automation in Duplicating. 


Address 
City 


For More Information Circle No. 307 


i 
! 
I 
! 
\ 





tc PRINTERY, INc. 


a 


ALBANY 1, N. Y 


For More Information Circle No. 308 
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raises the feedrollers in unison, enabling 
the operator to use both hands for stack 
ing. In collating large paper sizes, the 
operation of the Thomas Collator remains 
the same as with conventional or smaller 
sheets. The 
ton (a foot pedal in the mechanical mod 


feedroller in each 


operator touches a foot but 


els) which causes the 
bin to push out the top sheet in each 
sheets, jogs 


bin. Operator grasps the 


and stacks them and repeats the cycle. 
Throughout, comfortably 
seated. All pages are 
spection so that blanks or misprints can 


operator is 


under constant in 


not slip by. New operators can become 
adept at the 
minutes. For 
No. 113 


5-DRAWER FILE PLATFORM 
Chair CO. Dept. Q), 
Kansas City 6, Mo., 


technique in a matter of 
More Information Circle 


Cramer Posture 


1205 Charlotte, 


makes the Cramer Stop-step Model SS10 


for use with five-drawer files. It has a 9” 


step height to permit easy access to up- 
per drawers by all persons. Rolls to the 


touch of the toe, but 


l 


next file at the 


locks securely to the floor at the slight- 
Platform has 
guard rails prevent mis 
snag hose. Also suitable 


est step. non-slip safety 
tread and low 
steps. Cannot 
storerooms, ete. Over- 


for use in vaults, 


all dimensions are 21” x 15” x 12% 


” 


high, weighs 9 lbs., comes in gray, green, 


brown and_ silvertone special colors 
available); lists at $33. For More Infor- 


mation Circle No. 135. 
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The |Weighs 6 Ibs 








US 

expensive 
adding | Adds to $10,000,000.00 | 
machine 
in 


| Visible Adding Dials | 














| Short Stroke Handle | 








11 50 Operations per Minute | 





WORLD! 





| 2 Color Ribbon | 








| Fully Guaranteed 





At better Office Machine Dealers or write to 
SWIFT BUSINESS MACHINES CORP. 
Great Barrington, Massachusetts 








For More Information Circle No. 228 
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HEAVY MACHINE STAND 

Maso Steel Products, Ine., Room 909, 
53 W. Jackson, Chicago 4, Ill., makes 
the 1795-L stand with a glossy, tough, 
extremely durable Lamidall plastic cov- 
ered top and continuous piano-hinged 
drop leaves with elbow type drop leaf 
arms that lock immediately when leaf 
is raised and release by a touch of the 
fingertip. Heavy gauge steel metal parts 
are finished in chip-proof gray, green, 
brown, desert sage, and mist green 


“ pulls the dirt out of type- 


writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 





Press it on all of 
the type. Do not 
rub. 


baked-on enamel. Lamidall tops are 
available in grained walnut, or driftwood 


Fold the putty 

: upward - origi- with a contemporary modern design 
ay Se RyTeene age Raised to casters for moving, or lowered 
\ AG \. to stationary rubber feet (one adjustable 
for uneven floors) by means of a chro 

NO MESSY LIQUIDS to remove nail polish, mium plated non-searring Power-Pedal, 
spot or spotter clothes. these stands incorporate a redesigned 
NO HARMFUL FUMES to couse headaches elevator mechanism for easier operation 
or colds. and smoother adjustments. The two 
To moke neot erosures—just touch the word piece welded Power-Pedal has smoothed 
to be erased, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


gray satin, and combine extreme rigidity 


and rounded edges to prevent damage 
to shoes and clothing, and all corners 
Retails for 50¢ each are rounded to prevent snagging. The 


Dealers—write for sample and cost broad-base steel cups and channels are 
also available in this series, as are ad- 

oe ae Oe ee ons a justable clips. Models utilizing eups and 
P re) Ox. 4644 channels or clips, have slotted top. Fur 


BALTIMORE 12.MARYLAND ther strength is added by the heavy 
gauge tubular steel legs, gracefully 


For More information Circle No. 313 
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The arithmetic of buying a calculator... 


Suppose two makes of calculators sell 
for about the same price. What deter- 
mines the real cost? Is it the price tag 

. Or is it the time-saving operating 
advantages and extra years of efficient 
service that one calculator will deliver 
over the other? 

Why does a Marchant calculator keep 
on delivering smooth, quiet service year 
in and year out over a, longer lifetime? 
The answer ...a mechanism exclusive 
with Marchant. Instead of the conven- 
tional metal-on-metal, stop-start drive, 


a train of quietly-revolving, constantly- 
meshed proportional gears rotates the 
continuously-flowing dials of a Marchant. 
And at a speed up to twice the highest 
speed attainable by other calculators! 

Call in the local MARCHANT MAN. 
He can show you the profitable arith- 
metic of buying the calculator with the 
longer life that holds down your capital 
investment... the calculator that offers 
exclusive operating advantages of great 
importance to the efficient and econom- 
ical operation of your business. 


Ge MARCHANT SRUCURATOINE es.. onnrsne'a,carisoane 


For More Information Circle No. 226 





curved for additional leg and foot room, 
and cross-braced to prevent wobbling. 


CC} a cltaw) For More Information Circle No. 144. 
. 


MARK SENSING PENCIL 


CORNER ROUNDERS Fagle Pencil Co,, 703 East 
13th St., New York 9, N. Y. 


-_, makes the Electronic Scorer 
VA $2 4-00 Pencil with a special lead for 
% use with test scoring and mark 
sensing machines. It makes a 


MODEL 20 
Prices include 

one plug-in 

cutting unit. 


mark of high electrical condue- 
tivity that actuates the tabu- 
lating or punching operations 
of eleectronie machines used in 
education, business and govern- 
ment. The pencil carries the 
Eagle Red Bank trade mark 
and has a jet black finish with 
a gleaming bright silver tip and 
silver color stamping. For More 
Information Circle No. 107. 





ADVANTAGES: 
1. Clean-cut 
shearing—no 
chopping. 





2. Self-honing 
knives stay 
sharp longer. 


3. Automatic 
chip disposal. 


4. No bolting 
of knives to 
head. 


5. Change cut- 
ting unit in 3 
seconds. 


6. No replace- 
ment of cutting 
blocks. 


$GQ-00 








Write us for details. 
FIREPROOF CHEST 


LASSCO PRODUCTS, INC. Schwab Safe Co., Lafayette, Ind., 


485 Hague St. + Rochester 6, N. Y. makes the Schwab Model 913 Fireproof 
Chest with choice of a Yale combination 
For More Information Circle No. 314 or key lock. Chest provides certified fire 
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om, 
ing. 


4. 


BEVCO Meets Your Needs With Quality 


Tubular Steel VENTILATED Furniture and Costumers 


Complete display NSOEA Conrad Hilton * Chicago, Ill. 
a 29-October 3 Booth 308W-309W 


The Welcome Corner 


The first impression in your Reception Room 
Plastic Webbing and Wrought Iron Furniture 


MORE COMFORTABLE—LONGER WEARING 
ATTRACTIVE—AT LOW COST. 


Complete Line of Contemporary Furniture. 


Lounge and straight chairs, designed to protect your 
walls. Assortment of tables with Formica Tops and 
Expanded Metal Shelves. 


4 piece Group Setting $95.00 list COAT and HAT RACKS 

STORE MORE GARMENTS 

The Most Comfortable IN LESS SPACE. 6-8 per foot. 
Office Furniture 


Mirror like chrome 1” tubular steel. 
Cushioned Comfort 
Sit Soft 
Sit Safe 
Sit Posturally Correct 


Posture Swivel 


- ~~ ot = Eg fe 
6 easy adjustments to fit all ti 4 ms) aol = =! = alle 
body types. Extra wide seat. PS33A Pr =< 
’ 36" Staghs Shelf $9. 95 
» She 


2 


Your Body 
Needs 
To Breathe 
For Comfort 
Only Bevco permits 


free circulation of 
air to entire body. 





Complete line of 

Swivel Chairs and 

Straight Chairs for 

Offices and Institu- 

amt 36" Double Shelf $39.95 36" Island $55.95 
2" Hooded ble row oilless grit 
may be had on pies r models for 55. 00. 

Guaranteed Products—Immediate Delivery—Ask Your mentee or Write Direct 
For More Information Circle No. 390 


’ aste 


be oa MANUFACTURING COMPANY 


a3f Chicago Avenue, Evanston, Illinois 





protection for one hour at 1700° F. Its 


MEL EES a outside dimensions are 13%” wide, 1034” 
a high and 173%” lo_g. Inside it is 914” 
SORT wide, 6” high and 13” long, and it con 


: tains a removable tray. Unit is finished 
in smooth gray with chrome plated han- 
has the ANSWER lles. Purchaser receives a Products In 
surance Policy protecting the valuables 
to your PROBLEM 


that he keeps in the chest. For More in 
formation Circle No. 169. 


“Right AT YO 
A Plastic Binding Kit 
For Scrapbooks and Albums 


Any employee, with 
no special training, 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 


System. 


CONTROLS .. . SIMPLIFIES . . . EXPEDITES 


No matter what records you now 
keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 
Let us demon- 
strate the advan- 
tages you can 
gain with E-Z 
Sort records, 
tailor-made for any of your office or 
plant procedures. Write today for 
facts, 


E-Z SORT SYSTEMS, LTD. 


45 Second St., Dept. 3, Sam Francisco 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices te Serve You. 


For More Information Circle No. 404 


196 


Exciting new do-it-yourself binding ‘kit. | 
simple enough for a Id. € 

Just insert the pages 

pick a colorful bindin 

spin dial base, s 

seconds you have a 

looking colorful vol 


Other models available— 
write for free booklet to department OF-9 


For More tnformation Circie No. 405 


Tue Orrice—September, 1956 














oe Fitnactine* 10 THE 
Ainactine* To CALLERS OFFICE MANAGER 


Customers are impressed He knows there 

by the extra touch of sym- is no safer stand 
metry that complements for valuable 

your office when you office machines .. . 
standardize on neither in strength 
Consolett stands. nor stability. 





THIS OFFICE MACHINE STAND 
is AHnactiwe*... any 


WAY YOU LOOK AT IT 


rue ( ortColett 


BY STOLPER 


Fittnactiw2* to THE OPERATOR 


She appreciates both the 
room and the privacy of its 
enclosed design. She likes 
the way the Consolett rolls 
easily and quietly from 
place to place... how, with 
a flick of a toe, it becomes 
firmly anchored on four 
adjustable rubber feet. 


Write for prices and literature, 
then consider it from any angle. 
We believe you, too, will find the 


Consolett attractive. 
Some 


STOLPER STEEL PRODUCTS CORP. Sele 


Available 
318 Pilgrim Road e Menomonee Falls, Wisconsin 


——s 


For More Information Circle No. 187 
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A few seconds here — 
a few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 

and home. 

Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have — 
Have them Handy 


o 


Manufacturing Company 
Framingham, Massachusetts 


WIDE COPYHOLDER 


Lansdale Products Corp., Box 568, 


> 


Lansdale, Pa., makes the Cop e-Kez copy 


holder which fits into a normal desk 
drawer yet has a swing arm under its 
movable linefinder to take sheets up to 


17” wide. This provides versatility in 





secretarial, tabulating and accounting 
work, One tap on the wide spacing bar 
moves the lineguide without looking at 
it. The Cop-e-Eez is finished in gray with 
nickel trim, space selector is red plastic 
and lineguide is green. Retails at $16.90 
plus excise tax. For free illustrated lit 
erature, Circle No. 129. 


PORTABLE PHOTOCOPIER 
General Photo Products Co., General 
Photo Bldg., Chatham, N. J., makes the 
Genco Exact-Fax Portable Photocopier 
which can be used anywhere under all 


normal office and plant fluorescent or in 
candescent lighting. The unit is com- 
pletely self-contained for all necessary 
operations including exposure and proc- 


For More Information Circle No. 326 
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The Victor Flick that outdates — 
all other calculators 


New Victor Automatic Printing Calculator 


Saves You Costly Man-Hours Because It’s 
Simpler, Easier, More Accurate To Use 


Exclusive Victor feature lets you multiply or divide 
with a “Flick” of your finger. No mental counting. 
“Up” to multiply .. . “Down” to divide . . . middle 
position to add or subtract—and all automatically! 
The new Victor Calculator prints figures on tape, 
just as you would write them. Automatic Constant 
holds figures for repeated division or multiplication. 
Total Transfer eliminates need for re-entering totals. 
Find out how much this Victor “Flick”’ can do for 
you — look under “V” for Victor in the adding ma- 
chine section of your classified phone Py 


book or mail the coupon. 0-956] 
VICTOR ADDING MACHINE CO. 
CHICAGO 18, ILLINOIS 

Send me brochure on the New Victor Auto- 
matic Printing Calculator, showing all the 7 
features. ' 


VICTOR ADDING MACHINE co. Nene 


Chicago 18, Illinois 

Victor-McCaskey Limited, Galt, Ontario Company 
Manufacturers of Business Machines, Add 

Cash Registers, Business and Industrial Systems, wees 

Rectrenic Eavinsent, plots ars City__... State 











For More Information Circle No. 239 
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THAT’S WHAT MAKES THE BOSS HAPPY... 


. .. those clear, sharp impressions he sees every time dupli- 
cating work is produced on WAUSAU IMPRESSION PAPERS. 


For each of the three major duplicating processes Wausau 
makes a specific impression paper — with a surface made 
particularly receptive to the inks used in the process — to 
assure BEST IMPRESSIONS no matter what process you use. 


Our 57th yeor 


® The complete Wausau Impression Paper line is available 


. nationally through authorized distributors and stationers. 
Artisans of 
Fine Papers ye 


\ 
al 
z 


a 
txloe ’ 
A, bits: 3 


< 
ASSOCIATION §/ 








WAUSAU PAPER MILLS CO. 


General Sales Offices 
111 W. Washinton Street, Chicago 2, Illinois 
MILLS at BROKAW, WISCONSIN—Member—Wisconsin Paper Group 
For More Information Circle No. 205 


THe Orrice—September, 1956 





T iry photocopies. Durably eon 
" 


structed of all metal with stainless steel 

covering, entire unit weighs approx) 

lbs. No shielding, darkroom 

tra equipment 1s needed, The 

Ka will make about 90 sharp 

an hour, up to 94%” wide and any 

length. It will make one and two-sided 

copies, and reproduce all colors. Up to 

Ch mult ple copies ean be mia le from 

gative for only 4e each. Copies 

ile on eolored paper for coding 

The unit carries a lifetime serv 

ice guarantee, costs $225 complete ready 

for use on 110-volt AC, For More Infor- 
mation Circle No. 150. 


ELECTRIC COLLATOR 

Collamatie Corp., 1038-9 State Highway 
23, Wayne, N. J., announces that thei 
2400 Series Tandematie Eleetric Col 
lating Machines are now offered with time. Where only a few odd size sheets 
the new adjustable stroke as an optional are collated, one bank can be supplied 
feature to permit gathering sheets as for letter and legal size sheets, and the 
small as 5144”x8%". Collamatie 2400 other bank can have the adjustable 


Collators collate up to 24 sheets at a stroke feature which permits smooth 


@ Chronologically records actual on-and- 
off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 
feed or belt-line. 
@ Allows ability to anticipate equipment servicing. 


TIME RECORDER + TOTALIZER 


ink. No maintenance. Thousands in use in large and 
small plants. 


Now get complete, accurate, documented production 
data on any machine, process, operation. Eliminates 
costly, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 657 sroapway 
Division of HEAT-TIMER CORPORATION New York 12, N.Y. 


For More Information Circie No. 304 
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The EMBASSY 


Lock it in desk or file drawers, safes, 

closets, lockers, etc., it's easily carried 
to point of use. Offered in five capacities, 
from 21 to 49, the Embassy has al 
TelKee system components, and it wil 
give real convenience and security. Spe- 
cially priced for commercial buyers 
$15.52 up f.o.b. factory. 


Write Dept. OE-2 today for de- 
tailed Embassy specifications 
and for our new cataleg of 
‘complete’ TelKee systems for 
any requirement, large or small. 


The MOORE KEY CONTROL’ Sysco: 


P.O. MOORE, INC. + A SUBSIDIARY OF SUNROC CORP. 


GLEN RIDDLE, PENNSYLVANIA 


For More Information Circle No. 334 


LECTERNS for SPEAKERS 


Floor & table models. Dealer inquiries 


invited. Write for free catalog. 


KELL-MOR LECTERN CO. 


1283 N. Main St. Rockford, Ill. 














For More Information Circle No. 335 
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gathering of sheets from 51%” x 8%” 


to. 14° x 17” 


trays. 


without the need for special 
Conversion from long to shorter 
sheets is accomplished in a few seconds. 
For More Information Circle No. 127 


FILE SIGNAL 

George B. Graff Co., 54 Washburn 
Ave., Car bridge 10, Mass., makes the 
Graf-Lok steel projecting file signal that 
slotted cards. It 


locks on cannot be 


moved or remove accident and is 
designed especially records in con 
stant use. Graf-Lol] enals are available 
12 standard col packed 100 or 20 
eolor to the box. File eards are 

slotted for use with the 
by Graffco’s Slot Punch 
single slots, or by special punch heads 
for Hummer punches. For More Infor- 
mation Circle No. 133 


PLUG-IN FLOOR WIRING 


MG Industries, Ine., 615 South 2nd, 
amie, Wyo., m: 


l 


readily signal 


which makes 


Kleetriduet, rub 


| 


ber over-the-floor electric al ouedult Ww hie h 
requires no fastening to the floor and is 


said to be stumbleproof. Office equip 


Tue Orrice—September, 1956 





NEWEST TREND IN 
PAPERWORK SYSTEMS 


Weber Stencil for addressing 
shipments can be cut as part 
of your paperwork procedure 


Two jobs must be done before your prod- 
ucts can be shipped — paperwork must be 


prepared and containers addressed. Here BY-PRODUCT Weber Tab-On Stencil is 


. : ' tabbed over ship-to area of your invoice, 
are several modern Weber systems for tying bill-of-lading or shipping forms and cut 


the jobs together at savings in time and poli: gga And ee ee 
effort. are prepared with customer’s address. 

Key to the efficiency of these systems is the 
Weber stencil which is cut as part of your 
order-invoice writing procedure and _be- 
comes your shipment addressing master. 
This inexpensive paper stencil can be cut 
as a by-product of your forms writing on 
automatic equipment, or separately. Re- 
gardless of your paperwork procedure or 
equipment used, you can integrate the 
Weber stencil. And once it’s been cut, it’s 
ready to address labels, tags or use directly CONTINUOUS STENCIL Weber Continu- 
on cartons with Weber hand devices or Matic Stencils, mounted in continuous 


machines. form on marginal punched carrier sheet, 
are cut quickly and easily on typewriter, 

Look into the remarkable advantages of oematic taeuleting squigmen, ne 
y Z other punched-card and tape operated 

these Weber marking systems right away. machines 


See the coupon below. 


» 








INTEGRATED DATA PROCESSING EQUIPMENT, such as Flexo- CUSTOMER’S ADDRESS is im 
writer (left) and Teletype (right) equipment, and other punched- printed directly on cartons with 
card and tape operated machines cut Weber stencils as part of Weber stencil hand device. This 
user’s paperwork system. Stencils can be adapted to practically popular addressing system is 
any modern forms procedure. fast, neat and systematic 


[WEBER MARKING SYSTEMS + Dept.. | 


R MARKING SYSTEMS « Dept. 





; | Mount Prospect, Illinois 8-1 | 
Marking | () Please send information on Weber Stencils and how | 
e er Systems paw can simplify our shipping paperwork procedure | 
4 4 ame te 


Div. of Weber Addressing Machine Co. Inc., Firm... ; ee we 
Mount Prospect, Illinois Street P Bi teas os 





Creators of systems for addressing and { City es State te oe ae 
marking labels, tags and containers. Cee ee ee GS Ga GS GD Ge ae GD eS ee ee ee ee ee ee ee oe eed 


For More Information Circle No. 240 
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Elbe features 
America’s most complete line of 


LOOSE-LEAF BINDERS € 
FOR MARGINAL PUNCHED FORMS! 4: - 


Write for FREE BOOKLET 
No. 209 A on Binders 
for Marginal Punched Forms! 







ELBE FILE & BINDER CO., INC. 


Binders & Sales Aids for Every Business Need 
FALL RIVER, MASS. 


BE) (C(Oeeere) §=(ELBE 
ELBE) (ELBE) ELBE) (ELBE) 


For More Information Circle No. 311 









For Your Annual 


TYPEWRITER ROLLER CHANGE 
SpprunistiY Insist on a 





"Futuristic" 
SS ZA 5-Star Platen 
CC —= for 


HUI rv) Best Results 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











For More Information Circle No. 312 
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Seetan eetieeeinnacs 4 amen: oe 


rte 
ment asters Ca rolls over it. Duct 
2%,” wide the base and rises from 

a feather edge to an apex of 7/16”. One 
el is plugged into wall outlet and the 
r carries a two-way receptacle. Ribs 

n bot preve uit slipping on 

floor and enclosed wiring is sate from 
moisture. Comes complete, ready to plug 
in, in standard lengths of 4, 5, 6 and 10 
ft. Special lengths also available. For 


More Information Circle No. 104. 


HIGH POWER ARC LAMP 


NuA Co., S24 S. Western Ave., Chi 
cago 12, Il, kes the G-150 Motor 
driven Are Lamp with a two way re 
flector. This is tl ost powerful lamp 
and the only otor-driven lamp offered 

h a single poin ght source reflect 

og n two dairect s. It was developed 





for the rotogravure ndustry to enable 
exposure of two fr es at one time and 
vith exact I intensity and 
eolor te perature of |! oht. The powe! 
ful oht levelops 150 amps at the car 
bor It burns stea with very little 
fluctuat cellent coverage. 
Tested and approved by some of the 
largest ré ure For More 


Information Circle No. 103. 
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. Rodel 


TRANSMISSION COMPANY 


TENNESSEE GAS 


ng leadership of tl ‘ompanies is a tribute to sound, farsighted management. 


t l l for figures is at work. Throughout the country, large and small businesses 


their offices ai 
Monro-Matic Desk Calculating Machin: 
t gives 


the Monro-Matic Duplex Calculator, figure-work time, costs and effort are measurably reduced. It g 


answers to several problems simultaneously. It actually adds as it multiplies, adds as it divides, and by storing 


individual answers automatically 


siiunw uit 6See the MAN from MIONROE 


addition or subtraction of 

for CALCULATING 
ADDING 

office of Monroe Calculating Machine Company, Inc ACCOUNTING 
General Offices: Orange, New Jersey. Offices throughout the world. macnn 


results when the final answer 


is needed. For new figuring speed and accuracy write or telephone your local 


For More Information Circle No. 203 
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SMEAD 
FILING SUPPLIES 


for MODERN 
BUSINESS 


SMEAD TELL-I-VISION INDEX 


By using Smead's Tell-l-Vision filing system. you 
g 3 
can reduce filing time The 


for fin 


clphabetical-color 
signal syster ding— and the numerical-color 


signal system for replacing—make filing easy, 


fast, and accurate 


“ 


= 
SMEAD'S TWO-PLI-TOP FILE FOLDER 
Made doubly 
Ask for somple 


thick at the points of greatest wear 





WHETHER YOU FILE 
Numerically, Geographically, 


Alphabetically, 
Chronologically, 


or by Subject Indexing, THERE IS A SMEAD - 
SYSTEM ALREADY TAILORED TO FIT YOUR 


NEED. See your stationer. 
to discuss your problems with you. 


He will be happy 





SMEAD'S 
TELL-I-VISION 


REG. U.S. PAT. OFF 


— 
ALANEOUS 
CELLANE 
mis FOLDER 








& SMEAD'S PROPOSAL 


rs and finishes 


rnished in 


mony cc 


SMEAD’S DESK 
FILE which 


a correspondence 


s really 


sorter. Available 


INDIVIDUAL FILE POCKET 
Expansion up to 3% 
popers, contracts, etc. 


Designed for bulky material 


inches. Ideol for important 


SMEAD'S 
EXPANDING 
FILES 


ade of leather- 


material— 


wearing— 


sistant, 


n many 


sizes with or with- 


out flap 


SMEAD'S 

"ON THE STREET" 
CARRYING 

CASE & 
Perfect for carry 
popers in a 

of weather 
woater—glove-fitte 
whether partially or 
fully expanded 
Furnished in four 


sizes 


Smead Manufacturing 


Company, Inc. 
Hastings, Minnesota 





For More Information Circle No. 237 





CALCULATOR 
National Office Machine Co., 229 S. | 
Wabash Ave., Chicago 4, Ill., announces | 
a reduction of 331/3% in the price of 
the Curta Caleulator which adds, sub 
tracts, multiplies, divides and extracts 


“ Me 
square roots. Weighing only 8 ozs., the TRY THIS 


Curta fits the hand or pocket and has 


a capacity of S8x6x1l. It is’ used MODERN woop BLOCK 


throughout the world by engineers, scien 


tists, executives and craftsmen. Pre STAMP PAD! eeeeee 


cision made for accuracy in all climates. 
For More Information Circle No. 140. 


SCREW-HOLDING DRIVER 


H. J. J. Co., 268 Marlowe Drive, Oak . 
land 5, Calif., makes the H. J. J. Serew Outlives 
Holding Driver which prevents dropping Two 

Ordinary 
Stamp 


Pads 


Wood Block is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 


Ink dries instantly on paper 
yet never dries in the pad! 


Pad surface is always flatand 
firm does not collect lint! 


‘ 

{ 

! 

| 

| 

| 

! 

| 

! 

Ink cannot gush up between 

| the type causing a blurred 

| impression! 

| Impressions are always 

| strong, clear, brilliant and 

| waterproof! 

Ink penetrates pad quickly, 
will not stand on surface as 

: with ordinary pad! 

| Clear-Print Ink and Pad are 

| never affected by moisture or 

j humidity! 


Fence SAMPLES gladly sent to interested Dealers! 


L. A. PHILLIPS, President 


wy 7 "ag | i onseueemareutunneeeeemeene 5 
= Dif. ae a 
screws, saves time and cuts costs in a |] lps voeanen geen over 
eas 


variety of applications where screws | ners ta Ninadt elites 
must be inserted and started in hard- | PROCESS * CO. 192 mui sr. rochester 14, NY 


i 


For More Information Circle No. 350 
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The gentleman on the left is the new plant 
manager. Name of Jameson. He’s got a 
lot on the ball, too. So has his foreman, 
for that matter. 


But Jameson knows a thing or two his 
foreman doesn’t. Like Department 12’s 
high cost picture. In a moment he’s going 
to drop a bomb — along with the figures 
to prove it could explode. And there’ll be 
no disputing them, either. They were 
racked up only yesterday. 


How did he get them? Keysort punched- 
card accounting. With daily reports on 
operation costing, Jameson’s already 


cBEE 


spotted lost time 
But he knows 


and the reasons for it. 
that with timely facts he 
and his foreman can move fast to protect 
the product’s competitive, profit-included 
selling price — to correct a situation that, 
reported late, could mean the difference 
between “profit leader” and “also-ran.” 


The McBee Plant Control Plan can give 
you fast, accurate reports on every phase 
of factory operation. Whatever your size 
or set-up. At remarkably low cost. Your 
nearby McBee man has a presentation 
which will show you how it’s done. It will 
take him just one hour from start to finish. 
Phone him, or write us. 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio + Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


For More Information Circle No. 222 








to-get-at places. Twin bits expand to 
grip the screw as the bit is placed in 
a closed position, in the screw slot and 
slight pressure applied to the driver. 
When the screw has been started, the 
driver is removed by tapping a release 
rod. Simplicity of design and _ precision 
construction assures long, trouble-free 
use. Made in a variety of lengths, in 
cluding 10”, 8”, 6”, and 3”; blade widths 
of 3/16", 9/64", .102”, and blade thick 
nesses of 1/32”, .022”, and .014” to 
handle from No. 0 to No. 1/4. slotted 
screws. For More Information Circle No. 
139 


SPOT CARBON SAMPLE KiT 


Spot Carbon Products, 56 Lafayette 
St.. New York 13, N. Y.. offers a free 


kit containing pertinent information and provide non-smudging carbonizing 


t 


actual samples of spot carbonizing which 17 copies. Not only does it eliminate 


apples carbon in certain predetermined time-consuming carbon sheets, but it pro 
areas and shapes o the backs of single vides a method whereby selected infor 
or multiple f . It employs a hot mation need not be duplicated. For the 


wax mixture electronically controlled to free kit, Circle No. 152. 


1. Roll strip labels 
2. Continuous pack form labels 
3. Addressograph electronic facsimile tape labels 
4. 1BM Type 407 tape labels 
5. Tip on or fully apply Government 
stamps or premium stamps 


Here is a fully automatic 

high speed machine. It will take 

post cards, insertion cards and all sizes 
of envelopes, brochures, pamphlets, light 
weight booklets, magazines, tabloids and 
flyers, accurately and quickly. Let us an- 
alyze your labeling methods and show you 
how CHESHIRE equipment can help you 


CHESHIRE MAILING MACHINES, inc. 1644 nv. HONORE st.-cHicaGo 22, ILLINOIS 


For More Information Circle No. 327 
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FAST!! SAFE!! 
FILING —FINDING 


USE 


ATLAS VERTICAL 
FILING SYSTEMS 


FOR 


NEGATIVES 
OFFSET PLATES 
STENCILS 
X-RAYS 
SWATCHES 
ART WORK 
MASTERS 


Write for 
Complete Catalog 


ATLAS HANGERS 


A Type for 
Every Need 
Choose the hanger 
best for your re- 
quirements 
DNP (illustrated) 
Nega-Plate envel- 
ope hanger for off- 
set plate and nega- 
tives 
SH for serrated edge 
offset plates 
PH for pinhole edge 
offset plate 
DSH for standard stencils 
DGR for foreign heading stencils 
PSC for offset plates, negatives, stencils, 
etc. 
GIH_ Gripdex 
filing. 
See the new addition to the Atlas Jumbo 
Line at the NSOEA Convention, Booths 
C-3 and C-4. 


for group and specialty 





ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 


For More Information Circle No. 343 
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| envelope 





| tensio 


ENVELOPE TYPE STYLES 
Columbia Envelope Co., 2015 N. Haw 
Ave., Melrose Park, Ill., has pub 
‘*Tvpe for Envelope Designs,’’ a 
bound book 
to get the most out of 


thorne 
lished 
100-page, spiral reference 
which shows how 
dollars. 


represent ing 


Fifty tour type spec 
the of Colum 
facilities, are dis 


mens, range 


bia’s own printing 


| played in familiar proverbs and witty 


sayings. Envelope styles, a variety of 
methods of 


suggested eorner ecard designs in 


displaying postal 


accepts | 


indicia, 


k-and-white and eolor, and paper 


| samples are sprinkled generously through 


the business reply 


Numerous 


combining smart 


volume. 
| 


iesign 


and postal 
for 


Torms 


acceptance are also shown. ‘‘ Type 


Designs’’ is $1 a from 


For More Information 


kenvelope copy 
above address. 


| Circle No. 172. 


DESK 

Northwest Metal 
Bay, Wis., makes Northwest Desks with 
a \ Adjustable front 
provide 


Products Co., Green 


drawer. 
tilt-back 


ey pansion 


and follower 
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World's Finest Duplicators 
AT THE WORLD'S LOWEST PRICES 


Inf voduciny 


SPEED-O-PRINT’S 
LIBERATOR MODEL S300 ELECTRIC 


SPEED-O-PRINT CORPORATION 
1801 W. LARCHMONT AVE. e CHICAGO 13, ILL. 


For More Information 
Circle No. 170 





if fire struck 


your office tonight 


you could have.... 


Complete destruction of valuable 
papers — like those you are now 
keeping in your desk. Nothing left 
here but a mass of charred, useless 
ashes. 


unless you have this 


VICTOR FIRE DRAWER 


Heavily insulated, the Victor Fire 
Drawer is tested and certified to 
protect paper contents from fire for 
at least one hour in severe heat 
reaching 1700” F. 


Many important letters, records 
and other vital papers cannot be 
replaced. Their protection from 
fire is essential to you, your office, 
your business. 

The Victor Fire Drawer pro- 
vides this protection — certified 
protection right at your elbow... 














only an arm’s length from the 
papers in use on your desk. 
Remember...nearly half of all 
fires strike during office hours. 
Protect your “in work” papers all 
night, all day with a Victor Fire 
Drawer. For full, information 
write today to... 


ae sreiregton y DEALER Sale’ 
». VICTOR SAFE & EQUIPMENT C i. F SPERR RANI sap 


315 FOURTH AVENUE - NEW YORK 10,N.Y. 


For More Information Circle No. 183 
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ACL which 


ver filing 


allows 4” ac 
space, full 27 
ll drawers have suspension 


hie lesk has attractive satin 


hardware. Lock on center drawer 
Standard 


popular 


|. drawers with one key. 


Cray and with 
High pressure, 
alcohol 
Made in all styles 


Information Circle 


7 green 
shades available. 

ted cigarette and proof 
‘um top. 


For More 


PAPER COUNTER-TABBER 
Miller-Lauffer Printing 
280 Lafayette St., New York 12, 
improved eleetro 
timer for the Tally-Tab Auto 
Tabber 
sheets delivered by a 


1), LOO, 


Equipment 


announces an 
echaniea 


matie Counter and which counts 


press in units of 


500 and inserts a 


long paper tab automatically for visible 


ndieation of count in the pile of sheets. 


Special timers allow counting any de 


sired quantities. Timer and 
the like a 


indefinitely. 


snaps in 
tube 
may be re 


radio and 


Timer 


out of base 


will last 
set to 


o correct 


and has a switch 


the count 


zZeTo 


make-uy 
for misses of the 
press or sheets pulled out for inspection. 


For More Information Circle No, 121. 
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Big Numbers 


boost 
efficiency 


FORCE | 
Columbia @ 


Automatically prints large, legible num- 

bers on file folders, job tickets, time 

cards, etc., makes for easier reading, 

faster work. (Provides consecutive, dupli- 

cate or repeat numbering.) See your 

dealer or let us send our catalog—How 
. to Select a Numbering Machine.” 


Specify FORCE for the Finest 


WM. A. FORCE 


ZIG NICHOLS AVENUE, BROOKLYN 8,N.Y. 





For More Information Circle No. 341 


; “FEDRON" 
PLATEN RECONDITIONER 


Puts a ""NEW LOOK" 
Cn Old Platens Instantly 


Swells indentations and 
pits. Removes glaze, re- 
storing original dull, slip- 
proof finish, No mess, 
speeds up service and 
shop jobs at a cost of less 
than |/3c per platen. 


WRITE FOR 
LITERATURE 


Federal Mining & Mfg, Co. 


222 Kearney Ave., Jersey City 4, N. J. 
For More Information Circle No. 342 














213 











TIME STAMP 


Records fo the 
minute when it 
arrived . how 
long it took .. 
when it left 


See us at 
NSOEA 
Convention 


Booth 205 


4-jewel movement — Not expensive. Un- 
conditional full year guarantee. Space 
for company, dept., etc. name on rub- 


ber die. 


DORSON corr. 


605 W. Washington — Chicago 6, Ill. 


For More Information Circle No. 309 


Put efficiency in your 
mail operation! This 
double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail. 
Both baskets are re- 


movable 


Write for free brochure — or, better still — order today! 
Available in Legal or Letter Size — Please Specify 
Size: Length 26%; Width 14; Height 29'/, 

(File Folders Not Included) 

$40.00 F.0.B. DETROIT 


CHESLEY INDUSTRIES 


24777 TELEGRAPH ROAD 
DETROIT, MICHIGAN 





LABELS FOR ELECTRIC TYPING 

Labelon Tape Co., 450 Atlantie Ave., 
Rochester 9, N. Y., improved 
flat ‘‘Write on it’’ 


signed for easy use in all 


makes an 
label especially de 
typewriters, 
The new tape 


features an extra layer of 


transparent plastic over the writing sur 


Paes Lo prevent 


possible cutting of the 


used in electric 
flat labels 
iting surtace protected 
dirt, 
cals by a layer of 
The labels are 
sheets Tor Casy ren 
Available in the 


tape when typewriters. 


Labelon provide a_ special 


from smudg 


dust, liquids and most chemi 


transparent plastic. 


now mounted on acetate 
after 
tablet, 


wide 


oval typing. 


Labelon selling 


and offering a variety of 


For 


for $1 


border colors. 


widths and lengths. 
More Information Circle No. 143. 


TABULATION TYPING 


Remington Rand Div., 
15 Fourth Ave., 


offers a 


Sperry Rand 
New York 10, 


deseribing a 


Corp., 3 
ae 
simplified method for 

on, Adapted 


Simplified,’’ it 


brochure 
tabu 
the book ‘<“Typ- 
outlines five simple 


typewriter 
fron 
for obtaining perfectly centered 
abulation without 
metical 


complicated arith 


calculations. Using a Reming 
ton typewriter with the exclusive Perfect 
Positioning Secale with center, the 
process becomes even simpler, with two 
of the For a copy 


of this brochure, Circle No. 137. 


ZCcrTro 


five steps eliminated. 
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Tie Carbon... 


WILL PASS THE TEST! 


At this very minute, all over the country, thousands of stenographers 


have STORMS carbon paper poised, ready to place between two sheets of 
eir typewriters. It is at this moment that these stenog- 


qualities of STORMS carbon . 


paper and insert into th 


raphers realize the extraordinary handling 


istant and extreme serviceability - - - the 


Silky smooth, non-curling, slip-res! 


keys to perfect typing performance. STORMS carbon paper is available in 
famous STORMS brands 


many weights, grades and finishes. Some of the 


iance — American — Cleangrip — 


are..-- Records Eternal — Cameo — Reli 


Clean-Pull and H.M.S. You'll find them all right at the top in today’s high 


quality carbon paper requirements. Let us tell you more- 


The Complete Line thot Stands the Test of Time” 


o STORMS SERVICE BUREAU 

Storms Servic e Bureay is ready to 

- a of Carbon Paper, ‘aed wane 
Carben You are invited to consult 

Storms cree tae you get such requests fr ro 

customers. No obligation, of course. varie! 


H. M. STORMS COMPANY 


STORMS BUILDING : 
H. M. STORMS COMPANY BROOKLYN 38, N. Y. 


Storms Building, Brooklyn 38, N. Y 


Gentlemen: 
0-9 


j We would lik 
Coden Pa e@ to know more about th 
per. Please send complete —— possibilities of Storms 
on 


] We would | 
oO” uld like a copy of the Storms Catalog 


COMPANY eiauae. ~ socialite 
ADDRESS —————_______ mig vitiaantenniabatiel 





M —_—ZONE_ es 
ore Information Circle No. 182 ane 
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1S 

BLANKE 
AWD 

oe motor” 


n ROL! 
ER CURT EE ih pri 


OLLER 
ERCUR roe Ricoting mach 


for muitigroPh . 


You get far better results when 
you use Mercury accessories, 
because they are built as accu- 
rately as rollers and blankets 
for the largest commercial 
lithographic presses. The 
materials used also meet the 
same high standards. Rapid 
Roller Company guarantees 
no finer rollers or blankets 
can be obtained! 


RAPID ROLLER CO. 


Main Office and Factory 
Federal at 26th St. Chicago 16, Ill. 


Eastern Sales Office 
800 McCarter Highway 
Newark 5, New Jersey 


IMPORTANT: There are no other Rapid Roller 
Company Branches or Factories 
For More Information Circle No. 221 
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FILE FOLDER DISPENSER 


Meo. ( 


ge. Co., Hastings, Minn., has 
it a Self Selection File Folder 


Pack 


Dozen 
Dozen Pack is cello 


containing ten 


phane W rapped and contains its Owl 


product use message. The throwaway 


dispenser measures only 12 x 9% x 4\4 
inches. Folders are available square-cut, 
%-cut and 1/3-ecut assorted tabs. For 


More Information Circle No. 161. 
PORTER’S TRUCK 


Lexco Engineering & Mfg. Corp., Box 
161, Colmar, Pa., makes the Model LT 


Linen Truck for maximum supply space 


~ soeatienniienadiillinainienmmened Rt rn er ee ane 4 
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CUT reconcilement “=: 
costs UP T0 90% ~ 


with Lithofold’s 


ELECTRONIC 
CHECK 


a pre-punched Tab Card voucher 
check set 





with no change in your 

present method of preparing checks 
youcanreconcile your checks 

NOW by automated methods — 
instead of hand sortings. 


HERE’S HOW IT’S DONE 


The check portion of the set is a tabu- 
lating card pre-punched at the factory 
with the consecutive number. 

A sorter will put checks into exact 
numerical sequence. 

A tabulator can list all check num- 
bers cleared, and signal location of 
missing numbers. 

Or a collator can compare cleared 
checks with a control set of cards. 

Total of unmatched checks, plus 
bank’s total pay-out completes your 
reconcilement . . . at a small fraction 
of manual cost. Many banks offer vary- 
ing amounts of reconcilement service 
on these checks . . . which can further 
reduce your data processing expense. 

An Automated Form YOU Can Use NOW 
WRITE TODAY for DETAILS! 


AMERICAN tithotold Corporation 


500 BITTNER ST. © ST. LOUIS 15, MO. 





For More Information Circle No. 320 
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LOOK! 


No Stained Hands 
_ No Broken Nails 


| 
| 
| 


New! Exclusive! 


iaeteteety 


SPRAY 
TYPE ond PLATEN CLEANER 


No Brushes 
No Rags 
No Plastic Putty 


Cleans Type 
Restores Platen 


Nothing equals Morris Type and 
Platen Cleaner for quick, easy, safe 
cleaning of type, platen and rubber 
rollers. Just touch a valve, spray it 
on, blot with cleaning tissue. No 
stained hands, no broken nails... 
no messy rags, brushes, or plastic 
putty. Morris Type and Platen Clean- 
er contains no carbon tetrachloride— 
is non-toxic and non-flammable. 
To keep type clean as new, use 
Morris Cleaner daily: To keep keys 
from sticking, and renew platen and 
rollers to prevent paper slippage, 
use Morris Cleaner weekly. It’s the 
modern way to save time 
and trouble! 


Ask for It $]50 


At Your Dealers! 


DEALERS: Sell this modern type and platen 
cleaner. Customers like it because it makes their 
work easier. Write today for complete dealer 
information. 


1. T. MORRIS CO. 


Box 126, Canandaigua, N.Y. 


For More Information Circle No. 339 


in porter and janitor work. All steel 


construction, this strong, easy to-clean, 


a single unit 


soft 


anitary truck is welded into 


with rub 
and ‘’ 


rubber wheels 


)” stationary casters 
east 
Rub 
Balanced 
all 


yreen 


wheels in center swivel 


th soft 
pers 
maneuverab tv over! 
Finished 


on ends. 


on all ceorn rs 


types 
dark lac 
truck is 50” long, 22” wide, 42” 


Shelves are 20 y 2. Short 


aki Canvas bag, 20 deep, Suspe nded at 
vh ( CANVAS 


other 


bag, 
“at the ena, 
model 


For 


ra smatler 


size 


bas 


More Information Circle No. 131. 


i ng oniv one Canvas retuse 


UTILITY REPAIR FILE 
Ine., 45 


makes a 


Ferris Business Equipment, 


seymour St., Stratford, Conn., 


lerris Rotary ‘ile tor and 


telephone 
e departments. It 
with two convenient 
by two or more 
lights, 


control 


in compartments 





all within e: reach 
The 


customers’ 


switchboard 
the 


iSy 


operator. file is designed to 


contain records of 


equipment 
trouble. One 
to 


record 


and history of its repair 


about 70.000 


clerk has ready access 
for fast 
Accommodates 


the Bell System 


handling. 
Used 
repair 


ecards active 
record. by 


any Size 


sery 


For 


’s answering 
Connecticut. 
125. 


ice 


More Information 


departments in 


Circle No. 
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S MILLION 
SECRETARIES* 
LOVE US—YET 





our name! 





ttn ip 
LE on G4 bs 


Le 


zy 


When carbons are crisp, clean, smudge-free, typing flows fast and 
effortlessly ... you save time, temper and money .. . and create better 
sales impressions. To constantly guarantee satisfactory performance, 
the makers of America’s best-selling carbons rely on Schweitzer’s high 
quality carbonizing papers. Schweitzer papers—proved best by test for 
absorbency, strength, purity, and uniform texture—assure the perfect 
marriage of fine paper and fine carbon inks. 


* (Stenographers and typists, too!) 


Whenever good impressions count, rely on carbonizing papers by 


PETER J. SCHWEITZER, INC. 


World’s Largest Manufacturer of Fine Carbonizing Papers 


Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth © Jersey City & Spotswood, N. J. © Lee, Mass. * Mt. Holly Springs, Pa. 


For More Information Circle No. 227 
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HOW WILL 
YOUR OFFICE 
LOOK IN 1970? 


For a preview of the office of the future, don’t miss 
this year’s National Business Show in the vast, new 
New York Coliseum. Only the world’s largest exhibition 
hall could house this gigantic show. The wonders of tomorrow 


and acres of ideas you can use profitably today. 


NATIONAL BUSINESS SHOW 


i) —_ October 15 through 19th @ For information and hotel reservations 
1 to 10 P. M. Daily Rupoupu Lanc, Managing Director 
I eee New York Coliseum 33 West 42nd St., New York 36, N. Y. 


PEnnsylvania 6-6760 
For More Information Circle No. 208 
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PACKING ADVICE 
Kord-Mar Co., 204 Lockerbie, Wil 
mette, Ill., makes the Kord-Mar Cutter 
and Crimper which converts used corru- 
gated board into ideal wrapping and 
packing material, They offer a booklet 


Not with TICONDEROGA 


Fingers won’t cramp or tire even 
after long sessions with a Dixon 
Ticonderoga pencil. No finger fa- 
tigue common with other writing 
instruments. Prove it to yourself. 
Try Ticonderoga —it’s Leadfast. 


Sich icon oe a machine is used TICONDEROGA 


and how much users have saved in costs THE JOSEPH DIXON CRUCIBLE CO 
by using material which was formerly Pencil Sales Division, 0-9-6 Jersey City 3, N. J. y 
liscarded or sold for a few dollars a For More Information Circle No. 3346 


Southern Folder & Index Co, | manufacturing stendord ang 
special filing requirements 


P. O. Box 1232, El Dorado, Ark. 








FORM FOLDERS — Printed Your Copy 
“In Stock" — Attorney Folders — Report Covers 


Funeral Folders — Ledger Folders 
Inquiries Answered Promptly 





Samples Furnished 








For More Information Circle No. 337 


= DEALERS: Liberal Discounts — Delivery you can depend 
on All forms carry YOUR imprint. No inventory, equipment, 
shipping or warehouse costs. Write TODAY to New 

= Dealer, Dept. 1, 1600 E. 26th St, Little Rock, Arkansas 


—~ ONE- TIME Carbon Forms” 


Increase Efficiency, Reduce Costs 
Sold through our Dealers only. . 


INTERNATIONAL eee FORMS 


FORMERLY ARK- oN. ‘SETS. nc. 
1600 E 26TH STREET 7 LITFTLe ROC 


For More Information Circle No. 338 











K, ARKANSAS 
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NSOEA CONVENTION 
ROOM 612-A 


PEC. 


we pies 


e“MATIC” | 


means INCREASED. 
OFFICE EFFICIENCY 
sort avtoMATICally 


DUO-MATIC 


POSTING TRAYS AND 





STANDS . Tray 


models for sheet sizes 


PORTA-MATIC 


Trays available in 
2”, 143%", 18”, 
2337/4” lengths and 
widths from 5” to 
Ligh OME s 6 6 
Po 


ond 
ten 
=e 
tweig 
rtable. 


TILT-O-MATIC 

Five sizes for all stand- 
ard register and sales 
book forms. 


V-MATIC Tray 


Ideal ho 


board and machine 


using for wr 
accounting records req 
small capacity. Eigt 


ae 
ss 5 
+ 


Write for 
Prices and literature 


POSTING EQUIPMENT CORP. 
Buffalo 13, N. Y. 


1026 Niagara St., 


Canadian Representative: J. 


Carter Agencies, 
For More Information Circle No. 391 


90! Yonge Street, Toronto 5, Ont 


+ 


layout 


1) 


booklet contains a suggested 
efficient 
standard 
for 
Kor a free 


Circle No. 155 


nm. The 
for 
and 


n packing depart 
wrapping 
different 


copy 


nent pictures 


packing tec hniques 
ot 


this 


merchandise 


booklet, 


is 


useful 


CATALOG DATA 

Co.. W. Florida 

waukee 4, Wis., offe 16-page 

at Your Fi 

tion on planning 
] 


price 


Mil 
booklet, 
containing 


Heinn 326 St., 
rs a 
ngertips,’’ 
catalogs, 


sales pres 


acts 


sales 


e manuals, 


booklet 
to 


The 
reference 


pape! 


int 


entations and cases, 
gives a quick vi 
details such sheet sizes, 


func 


sample 


sual many 


as stocks, 


new and tional methods of lexing, 


punching, binding cartooning 


and cover d signs also deseribes basic 


New Typesilencer $1.20 dz. 


Lansdale Products Corporation 
Box 54 Lansdale, Pa. 


For 





ROOM 634A 


More Information Circle No. 392 
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Instantly 4 t 
rint-style type 
Changeable 0 
GIVES ANY DUPLICATING PROCESS A PRINT-LIKE APPEARANCE 


Slip a new set of type fonts into position in two seconds. 
Switch to matching italics or a foreign language—by turning 
a knob. Changes can be made in the middle of a sentence. 
It’s that simple! There are hundreds of styles to choose from, 


FOR ANY METHOD OF REPRODUCTION 


Vari-T yper composes type masters for (Stencil, litho-plate, 
offset, bectograph, etc.) with attractive type of your choice 
in any style, size and language. Turn out your own business 
forms, menus, catalogs, booklets, direct mail material, etc. 
Savings are enormous and the quality of your duplicating 
will have an attractive professional appearance, 


Body copy for this ‘ad’ was 
composed on the Model 
DSJ Vari-Typer. The heads 
were photo-composed on 
the Coxheod-Liner. 


The coupon will bring 
you illustrated litera- 
ture and specimens. 


> 


Ralph C. Coxhead 


: - 
Corporation COMPANY .ccccccccccces SEDO SNE neo me 


720 FRELINGHUYSEN AVE. | ADDRESS. cccccsceces Me eae: 
NEWARK |2, N. J CITY cococcccccccceeZONE..STATE cecees 


be re eee en a ane ea area en esanenanesanenesenanananasenenanan 


For More Information Circle No. 266 





** 
ee 
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SYV7RON Vibrating 


ENVELOPE 
JOGGERS 


Speed office procedure 
reduce costly damage 


Eliminates cut or torn correspond- 
ence. Open envelopes quickly and 
safely without danger of mutilat- 
ing contents. SYNTRON ENVE- 
LOPE JOGGERS automatically 
align contents of envelopes for 
fast, clean opening either by 
manual or machine methods. Save 
time and save money— 


Write for Catalogue — FREE 
SYNTRON COMPANY 
715 Lexington Ave. Homer City, Pa. 


For More Information Circle No. 305 





binders, all of which can he customs 


designed to individual 
Most of the 
is the 
manufacturing 
other selling 


Circle No. 130. 


requirements, 
booklet 


eX per lence in 


information in the 


result of 50 vears’ 
binders and 


loose-ieat 


tools. For a free copy, 


HAND CLEANER 
Detergent U0., S70 
Yorn i, WN. Fe 


| quid 


Seventh 
makes Mighty 
hand 


\merican 
Ave., New 


Kleen, a waterless cleaner 


stains such as ger 
odine: heete 


for removing ficult 


dese: 
violet, graph, marking 


printing inks; carbon, dyes, mastices, 





It contains skin lub: 


cating oils, lanolin and hexachlorophene, 


a healant and antiseptic; yet is as mild 
Available 
metal 
bracket. Mig 


and 5-gal. 


as facial soap. with low 


priced, sturdy 32-oz. dispenser and 


mounting hty-Kleen 
15, 30 and 55 
handy 12 and 32-oz. drip 
less spout cans. For More Information 
Circle No. 147. 


PORTABLE TYPEWRITERS 
Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N.Y., makes typewriters, fea 
turing the 


eomes 


in ] cans; val. 


drums; and in 


two new 
latest developme nts in color 
styling and 


able Quiet-riter, 


typing efficiency. The 


and the Office 


port 
riter which 
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The Famous 


r. ACCO 
PUNCHES 


No’s. 10 and 110 


a 
_- is in fashion! And yow’il 
find new eye appeal, new style altrac- 
tion, in these famous Acco products. 
We've dressed the already-most-popu- 
lar Acco Punches #10 and #110 in 
your choice of five colors in addition 


to the standard gray finish. 


Every office needs at least one Acco 
Punch and now you may suit your 
color fancy, match your decorative scheme, or identify each punch with 
its proper desk location by selecting from Fireman Red, Pastel Blue, 
Pastel Green, Frost Green (Mist 
Green), Frost Tan. (Desert Tan). 


Ask your stationer to show you these 

top quality, versatile, colorful new 

Acco Punches now—or if he hasn't 

yet secured a color assortment, write 
P : 

us his name and we'll see that you are 

supplied. 


ACCOBIND folders ACCO clamps 
ACCOPRESS binders ACCO punches 
PIN-PRONG binders THE ACCOWAY SYSTEM 


(for marginal multiple punched forms) (for filing Blueprints and all large sheets) 


ACCO PRODUCTS, INC. 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 


For More Information Circle No. 267 
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ean also function as a portable machine, are new leather-trimmed cases in the 

have four new characters: plus sign, Quiet-riter, Office-riter and Letter-riter 

equal sign, exclamation point and num lines as well as a newly designed brown 
leather-covered case for the Travel-riter. 
Adding machines, electric and hand sub 
tract models, are also available in honey 
beige, desert sage and mist green as well 
as the standard gray velour. For More 
Information Circle No. 101. 


DESKS 


Corry-Jamestown Corp., Corry, Pa., is 


using Fiberglas-reinforeed plastic in its 
Correlation line of steel office desks and 


dular units. The principal advantage 

ail: white of the material is its ability to retain its 

and desert sage in ad original appearance indefinitely. It will 
andard French gray. There not dent under any circumstances anid 


) 




















>CALCULATING MACHINES. 
DIEHL GMBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 4911 


For More Information Circle No. 345 
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ETS 
MANIFOLD CARBON PAPER -S 


For your 
General Office Correspondence 


The LETTEREX CORPORATION 


1640 Connecticut Avenue, Washington 9, D.C. 


For More Information Circle No. 258 


KLEEN-ALL® 
Newly CLEANSING CREAM 


Improved 


Now packad in 
unbreakable 
beautiful '/o Ib 
and 1 Ib 
PLASTIC 
CONTAINERS 


For 

Removing 

¢ All Hecto- 
aoe 

e Spirit Carbon 
& Ribbon 
Stains 

¢ Mimeograph 

e¢ Multigraph 

¢ Ball Point Pen 
Ink Stains 


Kieen-All removes stains fast 
Leaves hands soft and smooth. Does 
not remove er discolor fingernail 
polish. A 100% pure cream—no 
filler used. Contains no impurities 
which have to be hidden with color. 
The SNOW WHITE cleansing cream 
made solely of cosmetic ingredients. 
Can be used for removing stains 
from clethes. 

CONTAINS LANOLIN 
KLEEN-ALL will not deteriorate, harden or shrink 
while standing on your shelf. UNCONDITIONALLY 

GUARANTEED FOR ONE YEAR. 


We also manufacture high quality DUPLICATING 
FLUID 


Our products can be — through your local supply 
ouse, 


Write for price list and FREE 2 os, sample jar. 


KRAYER MANUFACTURING CO., Inc. 


542-548 Pine Street Elizabeth 1, N. J. 
For More Information Circle No. 261 


Tue Orrice—September, 1956 


TYPEX 


Whitt NALA 


=MIRACLE 
AU UU U Uo oo 


type-cleaner 

GONE FOREVER are the messy, dirty, old 
fashioned brushes and liquids that’ spatter 
clothes and work or the gums which must be 
kneaded befcre using and smear fingers 
""TYPEX' is the modern type . 
eaning dev 

hangeable adhe 

Keeps type 

eaves the 


méculate, 


the 


MICHAEL FRUMKIN 


87-11 35th Ave 
Jackson Heights 72, N. Y. 





YOU PAY FOR IT WHETHER 
YOU BUY IT OR NOT! 














Save costly, time-consuming ‘'farming-out."' The 
small investment in a PIONEER PAPER DRILL is 
soon repaid and then goes on making money 
for you instead of someone else. Anyone can 
operate. A production machine with such quick 
set-up that short runs are a special delight, The 
best value of all time. Accessories for cornering, 
slotting and slitting. Write for literature today. 


PIONEER 


1130 NEBRASKA @ TOLEDO 7, OHIO 








For More Information Circle No. 259 
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° METAL SIGNALS 
N u -V 1S @ tor Vertical Records 
= 


7 





27 «(2 
METAL SIGNALS 


7 
M u -V IZ for Visible Systems 


No. No. No. No. No. 
04 O9 02 08 06 


Cellug raf TRANSPARENT 


SIGNALS 
for Visible Systems 








TRANSPARENT 
CRIMPED 


* e 
Crimpgra 
Signals for Protected Visible Cards 
; 


) 


Also a full line of Maptacks 
and Map Flags 


Free Descriptive Folders Sent on Request 
GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


For More Information Circle No. 332 


| even severe abuse will not seuff or dis- 
| color it. The struts, or legs, of Correla 
tion units are molded of polyester resin 
and strands of Fiberglas yarn. The varns, 
| whose tensile strength compares with 
that of steel while being lighter in 
weight reinforce the plastic, much as 
steel rods reinforee structural eoncrete, 
} At present only the desk struts are made 
| of this material, but additional applica 
| tions in the office furniture field are un 
der testing. For More Information Circle 
| No. 175. 


ADJUSTABLE CASTER-GLIDE 
Adjustable Caster Company, 1411 Wal 
nut Street, Philadelphia 2, Pa., makes 


the Lokswiv double ball bearing adjus 


table easter and glide combination which 
provides fast on-the-spot finger adjust 
ment for leveling, stabilizing and pro 


——=BUSINESS FORMS—— 


CARBON — INTERLEAVED PULLOUTS — SINGLE SET 
OFFSET & LETTERPRESS 
FINE QUALITY — LOW PRICES — FAST DELIVERY 
* 
Among Nation's Most Progressive Printing Plants 
(Expanding Steadily Since 1938) 
7 





ORDER DIRECT — BUY WHOLESALE — NOT RETAIL 
EXCLUSIVE DEALER AREAS ALSO AVAILABLE 


We Feature 30 Day Delivery — No Order Too Large 


The Duplicate Forms Co. 
STATION STREET MENTOR, OHIO 


For More Information Circle No. 333 
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tecting equipment or furniture used on 


uneven floors. The self-locking adjust 
ment permits a portable piece to be 
moved across the floor without the ad 
justment changing. The ecaster’s 15%” 
diameter phenolic, plastic wheel can 
swivel, yet the height adjustment re 
mains self-locking at all times. If a 
typewriter stand, desk, table, ete., is 
moved to a new location for use where 


» 
uneven floor conditions are encountered, attractive 
® 


‘gs are partly on or off rugs, instant 


Capillary-Action 
Handipen Desk Set 
finger adjustment is available. No 
wrenches or locknuts are used. A plastic 
base adjustable glide can be used in 
place of the wheel. Glides come in 1144” 


1 ” ] on # . ne " mn ‘ 4 e e 
l » ae diameter sizes, rhe Sor ket oe ice ai s 


> , an 
is standard for use with either caster 


; ; ® Capillary-action Handi-Pen desk Sanitouch 
glide. Sockets are available with weld sets end refilling nuisance. Tre Moistener 
ing projections for metal installations, mendous fresh ink supply in base 
assures easy, effortless, writing 
with screw holes for wooden legs or 
Moisteners — complete line for 
every need 
For More Information Circle No. 112. Cata-Rack keeps heavy catalogs 

and books filed, easily accessible. 

Adapto-Rack clears the desk for = 

RECTANGULAR SLIDE RULE action! Adds business-like good nas Pacer the 


looks to any office. Very flexible 


drive-on socket for wood installations. 


Brandt Corp., Box 465, New Orleans, : Sponge Cup 
Kleradesk organizes papers — ‘ 
La., makes the Brandt Scaleograph which keeps desk neat 
enables the user to draw rectangles of File-A-Sist saves time, cuts filing 
fatigue. Hooks on any file drawer 
—leaves hands free for easy filing 
“Build-Up"’ Desk Tray — used as 
single trays or in stacks of two, 
three or more. Always a neat, 
clean desk 


. : Ideal Moisten 
Visit or call your Stationery or ssc 


Office Supply House Today! 





If not available locally, 
send for any Sengbusch Office 
Aid on 30 Days FREE Trial. 











Cata-Rack 
S 


Kleradesk 
(Steel and Steelless) 
all sizes in proportion to each other. 
The adjustable, translucent vinylplastic, Adapto- 


, . **Build-Up"’ Rack 
L-shaped members have inch and pica Deck “ate 


Tue Orrice—September, 1956 


1296 Sengbusch Building *« Milwaukee 3, Wis. 
Visit our Booth No. 85 at the NSOEA Show. 
For More Information Circle No. 306 





for GREATEST 
ECONOMY & CONVENIENCE! 


Larger Use-Surface; 2 to 3 Times the Wear 

Easier to Hold 

Less Likely to be Lost or Mislaid 

Easier and quicker to Find on Desks or in Drawers 


Weldon Robes Gnanen Illustrated in actual size is but 

Gree Glow one of a number of quality-mace, 

, : King-size Weldon Roberts Erasers 
4240 wewennves 


a which you should purchase now 


mee 


5 : . 
ee from your stationer. 


440 GREEN GLOW. Soft, smooth, plia- = 
ble eraser in attractive green color, for ire : " 





CL a! 
= 


pencil erasures and cleaning work. Fea- . 
tures the “stubby” shape with beveled Fa Waldon Rofents 





ends. For office, drafting, art, general 
and school use. 
WELDON ROBERTS RUBBER CO. Correct Mistakes in Any Language 
365 Sixth Avenue Newark 7, N. J. 
World's Foremost Eraser Specialists Sr ii z a 
For More information Circle No. 276 





— 





“SPLIT-SECOND” PAYROLL TAX COMPUTER THE SLOW WAY 


IN 30 


é Bhey ; 4 ? _ 
PAYS en A) 
FOR ITSELF a ON = Z 


Ve ep 


Why toil with dog-eared charts 
p Deal taibe and reams of figures, when pay- 

. vER a eapwer: rolls can be so simple... 
CALCULER-D WE opsolet THE AYRES WAY 


One of the greatest time savers Interchangeable 





offered payroll clerks, auditors drums permit chang- 
and bookkeepers since F.I.C.A. '"9 charts for tax 
and Withholding Tax went into ‘eVv!sions. 
effect. Used by concerns em- SOLD ON #5 it 
A twi f the finger and 
ploying from 20:to 20,000. 30 DAY TRIAL GUARANTEE wist © e fingers... 
complete F. I. C. A. and With- 
FOR ANY PAYROLL SCHEDULE 


DAILY * WEEKLY * BI-WEEKLY * MONTHLY * SEMI-MONTHLY holding Tax deductions — 
Uses government approved calculations a single line... Saves 50% time. 
c } writ direct to’ 


your loca! stationer e 


IR a “Tested h O rh “5e 
AYRES CORPORATION, BOX 1081, WiLMINGTON. CALIF ! iprouge & 


by leading concerns.” 
For More Information Circle No. 277 
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seales 
They 


tion 


and move a stainless steel rod. 


on 
to 
photographs or 


ean be desired 
for 
for 
pec ially 


set any propor 

other 
Es 
when it is to 
of photos or illus- 
different sizes in one 
size or proportion. Priced at 


More Information Circle No 


sealing 


copy reduction or enlargement. 


useful necessary 
reproduce a number 
trations of uniform 
For 


$12.50. 


134, 


How Much for bert 


(Continued from page 108 


self. An alternative here is to use a bot 
tle type cooler which requires no plumb- 
ing and can adequately serve a large 
number of persons. Another choice is 
the conventional pressure with a 
built-in bucket (a supply lne is 
still necessary but no drain return is re 
quired). In any case it is best to consult 
a plumbing contractor or distributor. 

When you are ready to relocate your 
water supply, it’s best announce to 
your employees in advance that it is 
going to be done and tell them why. This 
will help calm any ruffled feelings that 
may be created by upsetting office 
plant prestige patterns. Studies have 
shown conclusively that workers are 
otten inclined to rate their importance 
and their willingness to produce 
not only in terms of their wages but in 
terms of prestige symbols such as prox 
imity to office such 
watercoolers, nearness to windows, 
By handling the situation judiciously, 
you can go a long way towards making 
all your employees happier while you 
are realizing savings. 


Work After Dark 


(Continued from page 124) 


cooler 
waste 


to 


or 


hence 


conveniences 


as 


ete. 


p.m. processing checks to be presented 
at the 2 a.m. clearing and for out-ot- 
town dispatch. Another group processes 
checks for the 8 and 9 am. clearings. 
These two forces account for the bank’s 
annual velume of about 30 million 
checks. In the bookkeeping department, 
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STENCIL DUPLICATOR 


The ORIGINAL 


Hand Stamp 
| Stencil Duplicator 


ADDRESSES 
Shipping Tags 
Labels 


MARKS 
Cartons 
Boxes 
Packages 


HUNDREDS OF OFFICE USES 


At Office and shipping room supply dealers 
8 Complete Outfit Sizes 
9.50 to 99.50 


PRINTS 
Postcards 
Menus 
Forms 
Bulletins 
Price Lists 
Letters 
Trial Forms 


THE MULTISTAMP COMPANY 
NORFOLK |, VIRGINIA 


For More Information Circle No. 359 








It is a machine that 
will absolutely pre- 
vent the mutilation, 
alteration or forging 
of the figures in (D Type) 
checks and other valuable securities. 


; Nippo Machine Industry Co., Ltd. 


Tenjin-cho, Nishi- ku, Yokohama, Len eel 


wsms= 











For More Information Circie No. 360 
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Bookkeepers who 
work after dark in 
the Guaranty Trust's 
foreign department. 


he 


12 men work from midnight to 8 a.m., They also check surrendered certificates 
sorting and proving checks received at with the estopped file to assure there is 
the 2 a.m. clearing. no stop transter against a surrendered 

The steck transter section’s 11 mem- rtificate. They mail copies of the 
bers arrive at the Brooklyn office at 5 anster sheets to customers and pre 
p. m. to prove certificates issued and pare stock certificates for delivery to the 


cancell against the transfer sheets. New York Stock Clearing House. Gen- 





— — > STATIONERS ... PRINTERS .. . AGENTS 
PROFIT 


IN FORMS 1.015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 


ONE-TIME .$”445457° CARBON FORMS 


The 1,015 dealers who sell Snap-Easy Forms get 

lucrative discounts ... their own imprint on forms 

. protection on repeats. 1,015 dealers are mak- 

New Carbonless ing (Snap)-Easy money—So can you! Write today. 
Forms, Too! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plant: Denison, Texas 








For More Information Circle No. 372 


READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
srereeeve? ALWAYS AT SEE LEVEL ::---> 


The Read-A-File Cabinet is a protective file that keeps stencils 
and plates wrinkle-free. It permits full-length inspection and 
quick access to any one of up to 400 stencils or 200 plates. 
The hanger unit, with 50 clips, rides on ball bearings. Each 
clip is on its own rod and can be removed without disturbing 
the others. It's new and different. 


DEALER INQUIRIES INVITED. 





METAL SPECIALTIES, Incorporated 


3547 Massachusetts Ave., Indianapolis 18, Ind.  |yisibiededadeddea 


For More Information Circle No. 373 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 
COFFIELD 


EVERLASTING 
Interchangeable 
ORGANIZATION 
CHART 


A typist, a typewriter anc 
ng paper are all you nee 
keep your chart up to date. It’s that simple 
nt Set 
ELECTRO- MOTIVE DIVISION 
GEWERAL MOTORS CORPORATION 


* Sizes to Fit Any Organization Structure 
¢ All Parts Are ovable and Re-usable 
* Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No. O-9 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 
For More Information Circ.e No. 262 


OFFSET 
DUPLICATOR USERS 


STOP paper static electronically | 


The Chapman Static Eliminator attaches easily 
to the Multilith 1250 or Davidson, and other 
duplicating and business oflice equipment ‘ 
lowest-cost electrical static eliminator available 


Approved by UL — completely safe. Cut waste 

eliminate delivery trouble reduce off 
setting . save money. Write today for more 
information about the 


CHAPMAN STATIC ELIMINATOR 


manufactured for 


Whitin B 


VV t ss Equipment Corporation 


Whitinsville, Mas 
For More Information Circle No. 263 
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It's the BLADE that makes the difference! . 
razor-sharp, replaceable blade found only in the 


ORIGINAL DUX Precision Pencil Sharpener 


Always a sharp point with a twist of the wrist. Spill- 
proof container in choice of three colors; wide variety 
desk and pocket models, including genuine leather-gold 
tooled. FINE FOR CHRISTMAS GIFTS. See your 
stationer or write 


FRED BAUMGARTEN, Exclusive 
Dept. Z-9, 675 Cooledge Ave. N.E., Atlanta 6, Ga 
For More Information Circle No. 264 


SPEED TYING 
OF OUTGOING MAIL 
SAVE =iator 


with an 


AUTOMATIC 
PAK-TYER 


ALL-PUR- 
PAK-TYER for 
application. len 
time faster than hand 
tying. Easy to operate 
and maintain. All bun- 
dles and packages can be 
automatically tied 
out any adjustment. 3 to 


Importer 





There is an 
POSE 


every 


witn- 


ply twine as well s 

apes and braids can be 

used, Several models to choose from. LET 

FELINS CUT YOUR MAILING COSTS. 

maar FOR CIRCULARS AND PRICES 
VOW. 


FFLIN TYING MACHINE CO. 


3351 N. 35th St. 
For More Information Circle No. 265 








Milwaukee 16, Wis. 





made fo 
take 
tough 


treatment 


PEERLESS 
IMPERIAL 


Carbon Paper 
Ribbons 


mya 


won't break under pressure 


Fed up with “glass-jawed” carbon paper 
ribbons that collapse when struck hard? 

So many offices now insist on the one 
paper ribbon that’s made to take it. PEER- 
LESS IMPERIAL uses stronger, specially 
designed tissue. Examine the smooth edges 
—no nicks, no invitation to ripping. Wound 
tighter, won’t unravel when handled 
carelessly. 

Best of all, you get crystal clear, print- 
like impressions. Great for multilith, offset 
or photo reproduction, too. 6 colors, 4 
degrees of write. Silver streak a foot from 
the end warns when roll is running out. 
If your dealer can’t supply, be our guest. 
Write for Free sample. Dept. 0-9. 


PEERLESS wee 


COMPANY, 


Peerless Place, Newark 12, N.J. 


For More Information Circle No. 356 
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erally this work is finished in time to 
allow the staff to be home by 2 a.m. 
The stock bookkeeping 
employees come in at 5:30 p.m. and 
work until 12:30 a.m. Their duties eon 
sist of proving the posting media prior 
to posting stockholders’ 
verifying 
roree, 
work of 


section’s 22 


ledgers, and 
made by the day 
They also assist in the general 
bookkeeping and, at 


postings 


stock 
times, are assigned to transfer services 
to help on proxy and dividend work. 

In addition to the 16 people who 
process outgoing mail from 2 to 10 p.m. 
the mailing division has seven men who 
report for work at midnight and remain 
until 8 a.m. Their main job is opening 
mail so that it can be delivered to the 
proper desks the first thing in the morn 
ing. Throughout the night they make 
trips to the transit department with 
mail deposits containing checks. 

The largest group of night owls are 
not clerical workers. At 5:30 p.m., 88 
cleaners descend upon the offices and 
leave them sparkling when they finish 
at 10:30 p.m. Then 24 night porters per 


form the heavier cleaning tasks such as 


“Get down to that office—and show 
them who's boss!” 
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/, You can label ANYTHING Y 


pI HOL-DEX y) 


wit 


eS 


ANYTHING in the office, factory or home can be labeled 
quickly and neatly with HOL-DEX, the transparent plastic 
label holders. They adhere to any surface, permanently or 
temporarily, without marring. Made in 8 transparent colors 
for coding, and three heights. Each 6” strip of HOL-DEX 
makes three usual : 
length label holders. 





HOL-DEX SELF-ADHESIVE LABEL HOLDERS 
Color V2" High | 4" High 





Order from your 
stationer or write 
for literature and 
sample. 





Clear L2! L3! 


Green L22 L32 
Blue L23 L33 


Red L24 L34 
Cel-U-Dex 
CORPORATION Orange L25 L35 
! Main St Pink L26 L36 
Brooklyn 1, N. Y. gaa werd 


p with blank cardboard inserts 














For More Information Circle No. 282 





Experienced buyers of business machines 
recognize the importance of obtaining 
quiet, dependable operation. This ac- 
It pays to be _ counts for the increasing preference for 
office appliances driven by special appli- 


MOTOR CONSCIOUS cation Lamb Electric motors. . . known 


for long-life and trouble-free performance. 


when buying THE LAMB ELECTRIC COMPANY 
B : KENT, OHIO 
business In Canada: Lamb Electric — Division of 


Sangamo Company Ltd. — Leaside, Ontario 


machines 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER MOTORS 


For More Information Circle No. 2 
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GS 


FOUNTAIN 
SOLUTION 


FOR ALL OFFSET PRESSES 
Now in 


HANDY VIALS 


NO WASTE 
NO GUESSING 


NO MEASURING 
~1 VIAL MAKES 1 PINT 











For FREE SAMPLES cali CAnal 6-411! or write today to: 


SCATA- GRIME 
MFG. CORP. 


MAMARONECK, N.Y. 
For More Information Circle No. 254 


NUMBERING THRU 
CARBON SNAP-OUTS? 


cats see . Force Paragon 
f his thd Model IC auto- 
matic number- 
ing machine 
developed with 
an eye to ef- 
ficiency and 


flexibility for | 


use with car- 


bon snap-out | 


forms. It fea- 
tures a hard 
rubber impres- 
sion bed and a 
rubber base to 
contain noise. 
The Paragon is 
equipped with 
7 sharpfaced 
3/16 - inch 
Gothic figure 
wheels. It num- 
bers consecutively duplicate and repeat, Guaran- 
teed to go thru 6 to 8 carbon copies with ease, 


FORCE WESTERN, Inc. 


216 W. Jackson Bivd., Chicago 6, Ill. 


For More Information Circle No. 255 
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THE 


""KOH-I-BALL" 


. the New Double-Ended 
Ball-Point Pencil 
e writes RED e writes BLUE 








another Koh-l-Noor exclusive . . . the 
only two-in-one ball point pencil of its 
kind on the market. 


V polished brass nose-pieces 

V light wooden barrel 

V full-length red & blue 
ball-point inserts {easily 


replaced with available 
refills) 


Packed either 12 Koh-I-Balls on a display 
card or in a dozen box. 


Retail price 49c 
trade and quantity discounts available, 


Koh-Il-Noor Pencil Co. 


Bloomsbury, New Jersey 
For More Information Circle No. 256 


CONFIDENTIAL 





ypu 
Mail Order Today 





~” SHIPPED 
FROM STOCK 





Easiest way to file and find confidential maps, 
blue prints, tracings, etc. Metal cabinet file 
with locking doors. 112 tilting tubes handle 
60” prints. Tubes are indexed for quick 
location. 


PATENT NO. 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 


For More Information Circle No. 257 
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Night staff in the 

stock bookkeeping 

section of Guaranty 

Trust Co. of New 
York, 


mopping and 


So a.m. 


waxing from 11 p.m. to 
Building engineers are on hand 
around the clock, taking care of piping, 
steam, gas, electricity and refrigeration. 

Last, but not by any means least, ar¢ 
the two men who prepare the 11 p.m. 
and 2 a.m. meals in the company res 
taurant and double as 


chefs, bakers, 


countermen, bus boys and dishwashers 
These handle the 
leaving the kitchens and dining rooms as 


two men entire job, 


clean and orderly as they found them. 


Qne man performs the same tasks in 


the Brooklyn office for the mght trans 
fer team. The total might repre- 
of the Guaranty staff. 


foree 


sents 59 entire 





A PEDIGREED BRAND .... Conforms to Federal Specifications 


man ~~ rr 

Si %, 

* Guaranteed by 

Good Housekeeping 
4 a7 


or wt 
45 anvenristd 


UTH & 
° % 
ly > 


a ? 
i 
\ Ga’ 
\ 


(a 
“Pant Re 


PROMPT DELIVERY 


OUTSTRETCH — OUTLAST — OUTSELL ALL OTHERS 
Plymouth Rubber Company, Inc., Canton, Mass. 


For More Information Circle No. 349 
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33rd LOMA Conference 
The annual conferences sife Office 
Assn., will ld at the 
Beach l, Chieago, 
annual banquet on Monday 
will honor Frank L. 


Management 
Edgewater Sept. 
17-19. The 
Sept. 17, 
Rowland who is retiring as n 
rector after 32 yea service to LOMA 
will be Ed 
Northwestern 


Twenty-two 


evening, 
anaging di 
Guest speaker a 

mund Fitzgerald, president, 
Mutual Life 


manufacturers have 


Insurance Co. 

accepted invitations 
to exhibit their equipment during the con 
ference. Conference registration informa- 
tion and copy of the 
Life 


2nd St., 


complete program 
Office Management 
New York 17. 


ean be hs 
Assn., 110 


NABAC Convention Program 

for the 32nd Annual Cor 
vention of the National Assn. of Bank 
Auditors & Controllers at the Shorehar 
Hotel, Washington, D. Sept. 17-20, 


announced by Ro 


The prograr 


was Goodwin, 


NABAC 


visory 


president. an f super 


auditing 


uthorit 1es will discuss 


nations. Another session, 


and bank exami 
Electronics Prospects in Banking, show 
n the future, will b 
manufacturers. 

general conven 

devoted to simultaneous 
At one, 


problems of 


be discussed; the other meet 

review problems of large banks. 
There will be sessions on safe deposit 
operations and safeguards; gimmicks, 
techniques and forms; 
audit and control; and presentation of a 
ram, and a 


complete audit prog program 
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do-it-yourself 


tr 
CO! \rol. 


he 


continuing 


hear discussions on: 


operations bookkeep n¢ proof, 


and expense bi ontinuous 


Come 
eontrols and 
hibited will 


ment and se 


President of NSA 


secretaries 

Interna 

at the an 
nventior 

Miss Rosa 

secretary 

o! the 


ivert 


Data Processing Course 

apph 
electronic at processing 
Hotel 


Spon 


prehensive cou , I the 


will be hel the 
It, New York, Sept. 17-21. 
sored bv Canning, Sisson & Associates of 
Los Angeles, and Data Processing 


selors of ] 


Rooseve 


Coun 


nour course 

ort manage 
Emphasis on t » efheient use of 
processing, to insure that 
benefits that 
Thos 


require mt 


onie data 
management will der 
yroduce. 


electronic 


attend the 


systems can 


who course 


special knowledge of el nor any 


preparation in mathematics. Past courses 


held by 


operation of 


have been companies to train 


their 
course will present the 


personnel in the own 


This 


general principles guiding the planning 


machines. 
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Hie. 
.  Opyiere 


ULL OUT Style 


7 


JNIFORM The one-time carbon and second sheet combina- 
LEGIBILITY tion formed in a single pre-aligned unit that pro- 
vides copies of superior quality and increases 

typing production at the same time. Simple to 

use... far faster than most other methods . . . 

and every copy is clean and uniformly legible! 


Take advantage of the opportunity to learn how 
typewritten copies can be improved by writing 
today for samples and complete information 
about Huron Copysette. 

CLEANER 

FRESHER 


D: 
ca | 


STATIONERS .. . We invite your inquiries. 
Send for samples, descriptive literature 
and price list. 


/," 
m5 
Lil PORT hypoy ~~ 
/ jf ‘ON 

“wil ‘ “ron, Michigg Te 
SO SIMPLE Nip reed 
TO USE 


- 


PORT HURON SULPHITE & PAPER CO. 
FAST AND PORT HURON, MICHIGAN 
EFFICIENT 


For More Information Circle No. 401 
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Eilectro-Pointer 


The world's finest completely automatic electr 


eliminates the time-consum 


gives you a perfect 
Proven through 14 years 
of perfect service 
AT YOUR STATIONERS OR WRITE: 


STILE-CRAFT Mfg. 
1825 MACKLIND . ST. LOUIS 10, MO. 


For More Information Circle No. 193 
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and use of electronic equipment. Details 
from Data Processing Counselors, 130 
East 59th St., New York 22. 


Society for Budget Executives 

] The National So- 
for Business 
Budgeting now has 
18 chapters with.a 
membershipof 
approximately 700. 
The society was 
years 


ciety 


formed = six 
ago by merger of an 
eastern and a west- 
iS ern organization of 
William D, McGuire budget 
with common interests in the budgetary 


executives 


planning and control function as an aid 
The following 
officers were elected at the society’s an- 
this year: William D. 
McGuire, Kimberly-Clark Corp., Neenah, 
Wis., president; Charles H. Eckelkamp, 
Combustion Engineering, Inc., New York, 
Ist vice president; William M, Campbell, 
Atlantic Refining Co., Dallas, treasurer; 
Melvin C, Aichholz, Bavarian Brewing 
Co., 128 West 12th St., Covington, Ky., 
Last year NSBB published 
six issues of its national publication, 
3usiness Budgeting,’’ and plans to soon 
issue it monthly. 

Anyone with 
budgeting is 


to effective management. 


nual convention 


secretary. 


‘ee 


business 
membership. 
Literature containing complete informa- 
tion for prospective members can be had 
from the secretary at the above address. 


interests in 
eligible for 


Courses in Automation 


machine ac- 
counting and electronic data processing 
are offered at the Management Institute 
of New York University’s Division of 
General Education, Dean Paul A. Me- 
Designed for super- 
managerial personnel, the 
courses cover recent automation develop- 
ments and are conducted in cooperation 
with the National Machine Accountants 
Assn. Persons may register Sept. 10-28 
by person or by mail at the Division of 


Nine evening courses in 


Ghee has announced. 


visory and 
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York Univer- 
North, New 


Education, New 
Washington Sq. 


General 
sity, 1 
York 3. 


Overseas Management 


A program of seminars and conferences 
for companies doing business in foreign 
countries has been published by Interna- 
tional Management Assn., an affiliate of 
American Management Assn., 1515 
Broadway, New York 36, from which a 
copy of the program can be obtained. 
The meetings will be held in New York 
during 1956-57. 


Work Sampling Film 

Educational Film Sales Dept., Univer- 
sity Extension, University of California, 
Los Angeles 24, offers a new color film, 
‘*TIntroduction to Work Sampling,’’ 
which may be bought or rented. It shows 
how random sampling is used to measure 
production, delays and idle time. Litera- 
ture can be had from above address. 


Maryland Conference 


The 8th Annual! Office Management 
Conference, sponsored by the University 
of Maryland and Area III of National 
Office Management Assn., will be held at 
the University of Maryland, College 
Park, Md., Nov. 8-10. Chairman is Arthur 
S. Patrick of the University’s College of 


Business and Public Administration. 


Mathematicians’ Register 
The National Science 
requested the American Mathematical So- 


Foundation has 


ciety to assemble and maintain a register 
of mathematicians and mathematical sci- 
entists, without regard to membership in 
groups. For 
a copy of the register questionnaire, 
write American Mathematical Society, 
80 Waterman St., Providence 6, R. I. 


mathematical professional 


Automation and Personnel 

A Human Engineering Conference, co- 
sponsored by Manhattan College, will be 
held’ in conjunction with the 3rd Inter- 
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Arrow indicates how automatic feed 
swings away for loading tray or for 
hand feeding. (Inset) Exclusive, self- 
leveling stripper pin with optional 
blades for positive feeding of paper 
or card stock. 


Feed rollers slide together, center feed 
small forms, coupons, post cards, auto- 
matically. Segmented master clamp 
with blockout slot firmly grips all 
masters. Scale on drum and tray for 
positioning. 


iT GOES LIKE 
A BLUE STREAK 


NEW ERA MODEL 


EVERYTHING YOU COULD WISH 
FOR IN A FLUID DUPLICATOR... 


answer fo the copying problems of 
Business + Industry + Institutions 


This fabulous Standard Rocket Duplicator 
goes like a blue streak . goes smoothly, 
quictly, faultlessly. The last word in de- 
sign, it provides the fastest, most satisfac- 
tory method to reproduce rush notices and 
bulletins or to handle, in a single writing, 
all the copies necessary for purchasing, 
production, order-invoicing or for educa- 
tional purposes. With motor self-contained, 
it's convenient to use on a desk, file top 
or table. Matching cabinet available, if 
desired. 

Standard, pioneer of fluid duplicating in 
America, with a proud reputation to up- 
hold, guarantees you a top quality dupli- 
cator at a most reasonable price. Write for 
literature or a demonstration. There’s no 
cost or obligation. 


For More 
Information 
Circ.e No. 166 


STANDARD DUPLICATING MACHINES CORPORATION, EVERETT 49. MASSACHUSETTS 





national Automation Exposition in New 
York, Nov. 26-30. It will be directed by 
Dr. Douglas Courtney, 
ant. 
tration and schedule 
will be 
Rimbach 


Complete details concerning regis- 
of the 
request to 


eight sessions 


mailed upon Richard 
Associates, 


Ave., New 


Room 35 


York ye 


ington 


Manpower, Inc., in Europe 


Ine., the 
temporary help firm, has opened offices in 
London and Paris. 
dent, Elmer Winter, 
ment at the 
American 
national 


Manpower, nation’s largest 
Manpower’s 
made the 
office 
engaged in 


presi- 
announce 
firm’s home in Milwau 
firms inter 


trade or 


kee. 
businessmen planning 
a business or pleasure trip to Europe can 
use Manpower, Ltd., in London and MAS 
addresses. 


eall on the 


in Paris as foreign Kuropean 


businessmen can 


DE a aes 


Sally Osborn, secretary to George S. Richard- 
son of Richardson, Gordon & Associates, Pitts- 
burgh, was selected Secretary of the Year at 
the National Secretaries Assn, convention. 
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industrial consult- 


numerous | 








IVPE CLEANING MADE cl 


with the amazing 


i 


CLEANS 
© Typewriters 
Billing Machines 
© Adding Machines 
© Addressing Plates 
¢ Marking Devices, ete 
ORIGINAL PLASTIC TYPE CLEANER 
request write to 
NORTA DISTRIBUTING — 
1165 Broadway, New York |, 
For More Information Circie’ ‘No. 362 


Typists ond business 
machine operators want 
*Norta Plastic Type Cleaner 
—It's easy to use—no mess 
—no liquids to spill 


*NORTA THE 


Free somple sent upon 


WORLD'S STRONGEST 


RUBBER BANDS 
ASK YOUR STATIONER 


For More Information Circle No. 363 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 

Stock Rooms, Vaults. 

Strong—Easy to Move, 
Easy to Climb. 


Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. hen you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
in 13 heights — 4 
Send for Circular 

0 and prices. 


. D, COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, Hil. 


For More Information Circle No. 364 








i 





LEADING MANUFACTURER 
of Duplicating Equipment 
and Supplies 


Desires representation in various states 
by established sales representatives of 
allied lines. Now covering stationery 
stores and office machine dealers. Per- 
manent territory, salary and bonus. If 
interested give full background. Box 
OF-9, The Office Magazine, 232 Madi- 
son Ave., New York 16, N. Y. 











inest 
wood office furniture 
by WORDEN of HOLLAND 


260 OH Desk 
66" x 42” 


A complete line of commercial 
type office desks, chairs and 
leather upholstered furniture. 


WRITE FOR CATALOG AND DETAILS 


HOLLAND MICHIGAN 
For More Information Circle No. 230 





SHEET 
PROTECTORS 


For 2- and 3-Ring 
Binders 


*METAL 
EYELETS 


— an exclu- 
sive Amfile 
feature 


They glamorize 
proposals, pres- 
entations, price- 
lists, photo- 
graphs — any 
letter - size 
papers. 

A one-inch 
ring binder holds up to 25 protectors. Made 
of heavy gauge, non-inflammable acetate. Size 
11 x 81/,". Packed 25 to a box. 


lf your dealer doesn't have them in stock, 





| send us his name and we'll see that you are 
| supplied promptly. Write for circular. 


AMBERG FILE & INDEX CO. 
Filing Specialties since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 


For More Information Circle No. 232 


ZIP-O-RITER 


Addresses Directly 
from Card 


Headings On 
Work Sheets 
Accounting & 
Tabulating 
Forms 


Clean « Quick « Easy 
for moistening envelopes, 
stamps, labels 
Available in new decorator colors . 


at your local stationer or office supply dealer 

BERNAY PRODUCTS COMPANY 

412 S. Wells St., Chicago 7, Ill. WAbash 2-2636 
For More Information Circle No. 231 


INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
| 3875 GARLAND ST., WHEAT RIDGE, COLORADO 
For More Information Circle No. 233 


| 
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office services provided by this firm. Ad 
dresses are MAS, 91 Rue de Prony, Paris, 
France, and Manpower, Ltd., Kent 
House, 87 Regent St., London, England. 

During the past eight years, Man 
power’s offices in the U. S. have provided 
business with such services as temporary 
oftice and industrial help, calculating, 
market research, convention work, dem 
onstrating, direct mail desk rentals and 
telephone-secretarial functions. These 
services are now available through the 
Paris and London. oftices. Manpower’s 
affiliate, Salespower, Ine., also offers its 
services to European and American firms 
through the foreign offices, providing a 
distribution network for manufacturers 
not in a position to set up sales offices of 
their own or pressed by the need for im- 
mediate outlets. ‘‘The London and Paris 
oftices,’’ explained Mr. Winter, ‘‘ cover all 
of England and France pending the open- 
ing of other offices in major English eities 
and other European capitals. In addi 
tion to the many services that our Ameri- 
can offices offer, Manpower’s European 
staffs also furnish stenographers and 
other personnel for the traveling busi 
nessman; make reservations and busi 
ness or travel accommodations; forward 
and record orders, mail and messages; 
help with international advertising cam 
paigns; serve as representatives to relay 
information or give price quotations,’’ 

Doreen Jacobs and Norma Clayman 
head the London office. Miss Jacobs and 
Miss Clayman, both natives of London, 
came here a year ago to work their way 
across the country. They started work 
ing for Manpower and later received in 
tensive training at Manpower’s home 
oftice in Milwaukee. 


Gilles Abrioux, a native of Paris who 
has been associated with American firms 
both here and in Europe for the past ten 
vears, heads the Paris office of Man- 
power, MAS. He has worked for Allis- 
Chalmers Mfg. Co. in Paris and for 
Harnischfeger Corp., Milwaukee. He is 
thoroughly familiar with American busi- 
ness and all facets of exporting and im 
porting. 
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HOW Long : 


Should’Records be Kept? 
itm 4 


ekede) 410-5 am a-3 11 


Now 

available— 

our Manual of Re- 

cord Storage Practice 

with Retention Periods for 

general business and banks. It 

tells a simplified story of record 

procedure and an easy-to-do 

storage plan for inactive records. 

A VALUABLE GUIDE FOR 

EVERY BUSINESS. For your 

FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., Dept. 0-9 


720 S. Dearborn St., Chicago 5, Illinois 
For More Information Circie No. 366 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Mail Bags For Your 
Select Clientele 
wert FOR CIRCULAR 


CAN-PROG,-. 


32 t McwLLIAMS ST 
FOND OV LAC wis 


- More Information Circle No. 367 
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the Industry 





Royal McBee Executives 
Philip M. Zenner, 

president, Royal 

McBee 


dueer of 


Corp., pro 
typewrit 
ers, data processing 
equipment and of 
fice supplies, 

nounced the elec 
tion of eight new 
orporate vice pres 
H. C. 
president 
of the McBee Div., is vice president in 


lents. Davis, 


H. C. Davis 


formerly 


charge of marketing for the corporation 
assisted by WwW. W. Pennels, 
dent, office typewriters; A. T. 


vice presi 
Craft, vice 
president, data processing equipment, and 
W. H. Beckwith, vice president 
ances including Royal Portable 
Carl MeKelvy, formerly execu 


appli 
Type 


writers. 


W. W. Pennels W. H. Beckwith 


Royal Typewriter 
vice president in 
Serving with Mr. 
two new corporate vice 
presidents, L. C. Bowen, Royal products, 
and H. M. Begg, McBee products. E. H. 

Roger Connor were elected 
corporation in 


tive vice president, 
Div., is a 
charge of all products. 


McKelvy are 


corporate 


Dreher and 
vice presidents of the 
charge of research and development, and 
relations and advertising, re- 
Zenner stated, ‘‘The 


a divisional operating basis 


publie 
spectively. Mr. 
switeh from 
structure has 
effort to 


future 


to an overall corporate 


been brought about in an 


strengthen the company for 
growth. The election of younger men to 
head the major segments of the business 
should prepare us to face stiffening com 
current and future fields of 


Other 


petition in 
operation,’’ management of the 


corporation remained unchanged. 


E. H. Dreher 


Roger Connor 
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CS 


ees pe ee ee 


on Facit ESA-O 


Set up the figures of the first number on the simple 
10-key board in the order you read them, that 1s, 1, 
8 and 9. Depress the key. Set up the second 
number in the same way: 5, 3, 6, 7 and 8. Depress 


the fr key and the answer will appear in the pro- 


duct register after barely three seconds... 


| 0000010145142 








All four rules 
of arithmetic are 
just os easy 


To do figures on Facit = 
the world’s smallest, fully 
automatic calculator — 1s 
st as easy as reading 
All you do is set up 

e figures in the order in 
which they appear. The uses 
of the few controls are fix- 


ed and crystal-clear. 


FACIT. norld’s 
10ST exported cal ulator 


FACIT INC. 404 Fourth Ave., New York 16, N. Y. © 235 Montgomery St., San Francisco 4, Calif. 





ATVIDABERGS — SWEDEN 
For More Information Circle No. 272 
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Whatever line are you ready to fill the 
of conventional NEW NEER*. 
duplicating Ml of today’s customers? 





products 
Revolutionary changes and improvements in typewriters and 
you now handle duplicating machines now call for the carbon and ribbon products 
that provide reliably good results with these new machines. 
To meet more fully all of today’s requirements Allied research has 
developed a whole new concept in specialized products. 


Take, for instance, one example: 


rew Fiagship silk ribbon 


among the 
world’s finest 
duplicating products: 


Flagship ah 
metallic back 
carbon paper 


Flagship carton’ 
paper ribbout 


Seg 
lo those ot your customers who want copy ao ction you can now 
offer this special Flagship silk ribbon. Supplementing our standard 


silks — this new ribbon is beyond comparison for its uniform, long 
lasting fineness of impression. 


Let the Allied man® show you one or more of these newest develop- 
ments, which you can add to your current line, to fill the needs of 
your most important customers today —and you'll begin to get 
acquainted with the value of an Allied franchise. 


* P.S. Or we'll be glad to send you details by mail. Just write to Dept. $4. 


ALLI E D CARBON AND RIBBON MANUFACTURING CORPORATION, INC. 


Generat: iffices and Factory: 165 Duane Street, New York 13, N. Y. 
Western  )ffice and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 278 
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Beigel 


New $4-million offices and plant of Marchant Calculators, Inc. in Oakland, Calif. 


New Marchant Building 
The 


main 


world headquarters and 
Marchant 
Ine., will be one of the nation’s largest 


future 
factory of Calculators, 
light manufacturing establishments. The 
structure, representing a $4 million in 
will be Oakland, 
Calif., and have 500,000 sq. ft. The ul 


which construe 


vestment, erected in 
tramodern 
tion started last 
Marchant’s assembly plant and a 
north of the company’s group of produc- 


building, on 
month, is adjacent to 


mile 


tion plants and office buildings. 

The front 
high and house executive and adminis- 
trative offices, patent department, sales, 
divi- 


section will be four stories 


service, engineering and research 
The factory section will be con- 
with a 
Manufae- 
turing operations will be performed on 
the first floor. The second floor will be 
devoted to assembly, testing and inspec 
depart 
The con 
struction schedule provides for progres 


sions. 


tinuous two-story construction 


sub-floor under a greater part. 


tion. Maintenance and_ stores 


ments will occupy the sub-floor. 


sive occupancy as various office and fae 
tory sections are completed. It is an 
ticipated that initial moves from present 
facilities will be made next summer. 


Biggest Business Show 


Lang, managing director of 


Rudolph 


the National Business Show, said that the 


show’s theme center this year will pre 
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sent a Preview of the Future centered 
around a Material Controls Dept. in 1970. 
The 
New 


more exhibitors 


show, which opens next month at 


York’s new Coliseum, will have 
than 


Attendance, too, should 


evel before in its 


}-vear history. 


be greatelr than ever because the five 
public shows held in the Coliseum so fat 
broken their 
The National 
will be featured in next 


THE OFFICE. 


have all past attendance 


records. Business Show 


month’s issue of 


A-M Acquires Coxhead 


\cquisition of all 
the capital stock of 
Ralph C, 


( orp. by 


Coxhead 
A ddresso 
Multigraph 
jointly 


graph 
Corp. was 
announced by J. B. 
Ward, president of 
\ddressograph 
Multigraph, and C. 
Walter Nichols, 
chairman of the 
board of Coxhead. Mr. 
the appointment of L. 


L. Deane Hall 


Ward announced 
Hall as 


Coxhead sub 


Deane 
general manager of the 
sidiary. In announcing the Hall appoint 
ment, Mr. Ward 


able asset Addressograph-Multigraph has 


said, ‘‘The most valu 
gained in the acquisition of this new sub 
sidiary is the people who constitute the 
company at the head office, 
field, at 


factory and 


in the home and abroad. To 





these men and men, their new parent 21,000 sq. ft. on 1% acres in an indus- 
company a strong leadership and trial park. Mount Pros 


the full supp if every Addressograph 


pect is 35 miles 
northwest of Chicago’s Loop. 
Multigraph division. In Deane Hall, they Joseph Weber, chairman of the 


tne 
epared T¢ 


board, 
» help them introduced Weber’s stencil method of 
growth and marking 


¢ and addressing shipments to in 


~ 
lustry ’s when he sold some 
and a hand printing 
manufacturer for mark 
At that time the company 


a one-room Chicago office. 


he moved the business to Mount 
and was foreed to add new fa 


New Weber Plant Opened lities several times. 


+ 


customers, prospects, sup 


os and triende bateed Weber Addcom Datamatic Promotion Manager 

g Machine Co. celebrate opening of The appointment of Morris D. Dettman 
its new quarter-million dollar plant at 
Mount Prospect, I] 


bri¢ 


as manager of the newly created mer 
echandising department for Datamatic 

stories of Corp. was announced by John E. John 
lus one-story son, director of salt Mr. 


K bDullding 


Dettman, who 


eovers over Tor the I years has held posts 





— 


ci 


Cutting stencil paper ribbon at the opening of new Weber plant, L. to r.: James Thomas, 
plant manager; Arthur Wagner, sales representative; C. E. Ritter, president; S. W. Lent, 
purchasing agent; Mayor Theodore Lams of Mount Prospect; Joseph Weber, chairman of the 
board; Cloyce Hunter, Marilyn Hunter, Mrs. Cloyce Hunter and Mrs, Joseph Weber. 
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a guide to businessmen, 


office executives and 


purchasing agents 


BLOGVE 





THE ONLY OBJECTIVE WORK ON 
THE SUBJECT. For the first time, all 
the tremendous number of available 
forms+constructions are described in a 
manner which allows the reader to 
select the best type for a particular 
business system. Time studies of forms 
processing operations are reduced to 
efficiency factor figures in easy-to-read 
charts which pinpoint the basic advan- 
tages and disadvanatges of each type of 
construction. In addition, there are 
chapters on carbon paper, tags, envel- 
opes and paper. Other chapters thor- 
oughly cover duplicated forms, checks, 
pegboard forms, autographic registers, 
stock forms, manifold books, and many 
others. The Manual includes many 
pages of informative advertising, pro- 
viding a wide range of sources for the 
reader to use in selecting forms manu- 
facturers and suppliers. 


euMANUAL OF OFFICE PUBLICATIONS CO. 
wa — postpaid in U.S. | 739 Madlison Ave., N y 16 
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in the merchandising division of Minne- in 1952 as an assistant sales representa 
apolis-Honeywell Regulator Co., will di- tive in Colorado Springs. Mr. Carty 
rect the advertising, sales promotional joined the company in 1946 as an assist 
and merchandising activities of the com ant sales representative. 

pany. 


IBM Typewriter Division 
rey The Eleectrie 
Typewriter Division 
of International 
Business Machines 
Corp. announced the 
promotions of R. T. 
Lindros, former as- 
sistant sales mana 
ger in the com- 
pany’s downtown 
i: 2: tiene New York sales of 
fice and J. T. Carty, 
former advertising and sales promotion 
manager of the division. Mr. Lindros 
succeeds Mr. Carty as electric typewriter 
advertising and sales promotion manager. 
Mr. Carty is electric typewriter sales 


IBM Electric Typewriters nearing end of as- 
sembly line in the new IBM electric typewriter 
town Chicago. Mr. Lindros joined IBM plant at Kingston, N. Y. 


manager in the company’s office in down 





For Fast, Sure, Clean 
Sealing and Moistening... 


Use the 
PIKE BETTER MOISTENER™ 


For sealing envelopes, sticking stamps and 

labels, put PIKE “Better Moisteners” in your 
mailing department and shipping room! They’re self-cleaning—last for years. 
Broad weighted base prevents tipping. Feet are concealed and rubber-padded— 
no scratching! 
Attractively color-styled with sparkling chrome cover. 
Model 3A—Porcelain base. Black, gray or brown. List price $5.95, Model 3C— 
Cast iron base. Black or steel gray wrinkle finish. List price $6.35. 
Both with 3” adjustable brushes. Extra brushes $1.50. Order from your stationery 
or office supply dealer, or write direct for illustrated literature. 

Dealers’ Inquiries Invited 


E. W. PIKE & of oF INC. Elizabeth 2-0630 


496 NORTH AVENUE + ELIZABETH, NEW JERSEY 











For More Information Circle No. 427 
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Arnot-Jamestown Sales Manager 
W. Knott has 


been named general 
sales manager of 
the Arnot-James 
Division of 
Steel Prod 


Corp., it was 


town 
Aetna 
ucts 

announced by Na 
thaniel D. Arnot. 
Mr. Knott was for 
merly in charge of 
Arnot 
and has been with the division since its 
Partition-ettes, Modular 
ponents and Office-ettes were first 
duced. He and his staff will operate out 
of Jamestown, N. Y., Arnot 
steel and wood plants, and its sales and 
located. 


B. W. Knott 


dealer sales 


Furniture Com 
intro 


where the 


order departments, are 


Sales Planning Manager 

O. P. Quilling was appointed general 
B. Dick 
‘o. He will report directly to the gen 
Mr. Quilling has 
B. Dick distributorship 


sales planning manager of A. 


eral sales manager. 
operated the A. 
in Hartford, Conn., for the last eight 
He started with A. B. Dick Com 


pany in 1939, 


vears. 


New Dictaphone Buildings 


Dictaphone 


properties formerly owned by 


Corp. has purchased the 


Remington 


Rand, close to the Dictaphone main plant 


property in Conn. C. K. 
Woodbridge, chairman of the board, 
that the new 


Dictaphone *s 


Bridgeport, 
said 
facilities will materially 


increase Bridgeport oper 
ating capacity at a time when the busi 
ness is expanding rapidly. In January 
the firm established a new recording ma 
chine division, and recently introduced 
the Dictet, a 2-lb.-ll-oz. battery-powered 
recording machine. These new develop 
ments are in addition to Dictaphone’s 
Dicta 


tran 


regular line of 
phone Time-Master dictating and 


> 


highly successful 


machines, and the 
Teleeord System. 


seribing Dictaphone 


The property is in ex 
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—PHOTO COPIES— 


automatically 
in seconds! 


NEW 
PORTABLE 


EXACT-FAX by Genco 


Our FIRST unit 
that offers all 
these advan- 

any length. 


. 
tages: Larger units avail- 


BRITE-LITE OPER- able 
ATION works in any FAST! 60 to 90 
office light, either copies per hour 


fluorescent or incan- No washing, fixing 
descent. drying 


wDURABLE STAIN- MADE IN U.S.A. 


LESS STEEL CON- 
STRUCTION LIFETIME SERVICE 
GUARANTEE 


wMAKES MULTIPLE 
COPIES UNLY 4c 
each Complete $145 
Units 
wCOPIES | or 2- + gegen 
SIDED ORIGINALS | Start at . 
REPRODUCES WRITE FOR FREE 
FROM ALL COLORS CATALOG 
General Photo Products Co., Inc. 
General Photo Bildg., Chatham, N. J. 


No other equipment 
needed 

Unit weighs only 30 
Ibs. 


Copies are 91/2" x 














For More Information Circle No. 354 


America’s quality 
drawing and com- 
puting devices ap- 
proved by artists 
and draftsmen. 
They like their ac- 
curacy, their trans- 
parency, the ease 
of using them... 
and their many 
plus features. Tri- 
angles, French 
Curves, T-Squares, 
Protractors ond 
many others. Send 
for free Catalog 


THE C-THRU RULER CO. 


HARTFORD, CONN., U.S.A. 


For More Information Circle No. 355 








ARE YOU PENNY WISE, 























oftel than not the heart ofa Gaines: j is its 
records—one reason why 43 out of 100 firms 
never reopen after a fire. Place a dollar 

value on your records . . . then compare it 
with the cost of an Underwriters’ certified 
Meilink “A” Label safe. You'll be convinced. 
And there is no safer safe! Ask vour Meilink 
dealer about them. Or write Meilink Steel 
Safe Company, 1672 Oakwood, Toledo 6, Ohio. 


with Maui 24 for keeps 


Most complete line of safes and insulated products 


Meilink Steel Safe Co 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files 


Name 
Company 
Street 


State 
Ss sec la cs tees sea cde ee ab 


Information Circle No. 403 


eellent condition and eonsists of about 
1144 acres, a four story building of 40,000 
and a one-story building of 30,000 
Present pl: all for using one 

tor manu 

> en ployee 


nt within 90 


Robertson 
Mechan 
Bricker 


meriy 


Eagle to Build New Plant 


It was announe Henry Berol, vice 
president, Eagle encil Co., that plans 
are being made ) move the Eagle 
factory, a Ne ork City land 

at l4th St. and ve. C since 1877, 
Danbury, Conn. e schedule 
calls for completion of ¢ plant in 
Danbury by 1960. ‘‘ Efficient operation 
of a pencil fact ,’’ said . Berol, ‘‘de 
] lant, which is 
Meanwhile, 

methods 
id equipment will be carried out in the 
esent New York plant to assure dealers 


erapie I 1iernizati in 


rrupted servic 


throughout 


Clary Sells Dept. Stores 
Twenty-one department stores have 
eash control sys 
Most installations 
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are being made in new and branch stores 
being opened by leading store organiza 
tions, said Hugh L. Clary, president. The 
systems, designed to effect major savings 


in equipment investment, maintenance 
and processing costs, combine the use of 
flexible 


essing of all 


low-priced, registers with 


proce 


information at one time 
through one work eenter, it was pointed 
Donald J. 


systems division. 


out by Kintner, manager of 


Clary’ 


Monroe Edueational Director 
Allan J. 


cational director of 
Machine Co. 


Sullivan, president. 


Appointment of Ross as edu 
Monroe Caleulating 
was announced by F. 

He succeeds Ridgely 
D. Bryan who retired and is now an edu 
consultant. Mr. taught 


mathematics at the University of Califor 


cational Ross 





‘LOST 
NTO 


wid 











eer 
iene 
Join the scores of Printers, Stationers 
and Business Forms Agencies that are 
now enjoying profits with G.M.F. Litho- 
graphed Snap-I-Sets. 

We do not sell direct — only through 
authorized dealers. Snap-I-Sets carry 
your imprint, they are shipped in your 
name and invoiced direct to you. 

Every quotation is confidential and 
competitive regardless of your territory. 
Snap-I-Set one-time carbon forms for 
invoicing, a pw omy | shipping orders 
and+scores of other key operations are 
sweeping the country. 

Use our specialized printing services 
to help you turn those lost orders into 
profits. Write today for samples and 
the G.M.F. dealer plan. 


GENERAL 


MULTI FORMS SALES COMPANY 


P. O. Box 1094 
2020 Jo Johnston Ave. Nashville 4, Tenn. 


“re 


For More Information Circle No. 351 
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Save over 100 


on your 
typewriter requirements 
with Superior Grade Rebuilts! 


SF 


ROYAL KMM 


Elite type—14” 


MAG IN 


carriage 


| 


With new machines now | Choice of 


costing well over $200, here 5 

is your yg totee yA real Rainbo-tone 

savings. Superior Grade re- 

built machines, refinished in Colors 

sparkling new colors are 

great for looks and economy 
save up to half what you 


| 

| Rainbo-Green 

| 
would expect to pay for a | 

| 

| 


Pastel Blue 
Sunglo Tan 
new machine Velvet Gray 
and the new 


Charcoal Gray 
OTHER MAKES AVAILABLE 


Underwood, Remington, 
L. C. Smith 


Adding machines in 


matching colors too! 
a ae 
See your dealer or write to: 


SUPERIOR TYPEWRITER CO., INC. 
34 HUBERT ST. + NEW YORK 13, N.Y 


Dealer 
inquiries 
Invited 


Look for and insist on genuine “Superior” Rebuilts! 
For More Information Circle No. 352 
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ink says 


‘NO! 


Offset 


Smear IE 


NO Slip-Sheeting 


CANODE DRI-RITE 
The easiest-to-use duplicating ink 
on the market! 

Highlighting these quality extras: 


@ No oil creep in pad 

@ Will not harden the pad in 
any climate 

@ Will not clog pads, harden in 
cylinders or damage stencils 

@ For both open and closed 
drums 

& PERFORMANCE GUARANTEED! 

Write Today for Name of Your Nearest Dealer 


INK SPECIALTIES CO., INC. 


519 N. Halsted St. @ Chicago 22, Ill. 


For More Information Circle No. 353 
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nia for two years. He was a sales repre 
sentative with Monroe for five years. 
Mr. Brvan had been with Monroe 382 
vears. His work with schools has won 


him nationwide recognition and he 


acknowledged authority in his field 


Haloid Advertising Manager 


late 
isto! ( 
suddenly M: 
Announcement wa 
made by John > 
Hartnett, Haloi 
vice president in charge of sales and ad 
vertising. Mr. Hesketh was for 14 years 
an advertising and production aide at 


Tavlor Instrument Co, 


William N. Hesketh 


NuAre Expanding Plant 
NuAre Co. has started construction on 
an addition to their present plant at 824 
S. Western Ave., Chicago, which will 
give approximately 50% more manufae 
turing space. The introduction of sev 
g the past few years 
made this additional space 
NuAre started actively in business about 
ten years ago with but one item. 


necessary. 


Mosler Buys Research Products 


Purchase of Research Produets, Ine., 
Danbury, Conn., manufacturer of electri 
cal and electronic monitoring and secu 
rity devices, by Mosler Safe Co. was an- 
nounced by Edwin H. Mosler Jr., presi- 
dent. Earlier this year, Mosler bought a 
744-acre industrial tract in Danbury for 
construction of research and develop 
ment facilities. Research Produets, Ine., 
will remain in Danbury and there will be 
no changes in management or operating 
personnel, ae H. Schmidt is presi 


ce t of Research Products. 
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A NEW COMBINATION NOW | 
AVAILABLE FOR SMALL BUSINESS THE BEST 
| — Every Office needs them 
Alert Dealers SELL them 


_Jreconite 
Chechwnriter 








THE MAXIMUM IN BOTH FIRE AND 


BURGLAR PROTECTION 
ore of a Schwab Underwriter’s labeled Class 


. . . . . se . 
T20, Model #1622-C Safe with fixed interior and 


a new Mercantile E Bolt type burglar chest anchored Chessigne 
firmly in the safe. The inside dimensions of the 

above safe are 16” wide, 22” high, and 16” deep. Chech 

The inside dimensions of the Mercantile E. burglar 


chest are 7” wide, 7” high, and 742” deep. There 
are three tabels covering this equipment that pro- 


tects your customer: 

The Underwriter’s Class C label fire protection, The 

Underwriter’s T-20 label for burglar protection, and cd 
the Underwriter’s Relocking label for additional 


burglar protection. Plus a Products Insurance Policy. COMPANY, INC.: ROCHESTER 20, N.Y 


SCHWAB SAFE CO. 


LAFAYETTE, INDIANA 40 MT. HOPE AVENUE 
For More Information Circle No. 382 For More Information Circle No. 384 

















no NOW! 
RUBBER HANDLE 


FINGERS! 


no PAPERS 
messy FASTER 


SPONGES! with amazing 


SORTKWIK 


Greaseless . . . Stainless .. . Convenient 
Creates tacky film on fingers ...makes 
paper handling easier, faster, cleaner. 
At your stationer or send $1.00 for TRIAL 
OFFER of two full size containers . .. 


TODAY! , . RITE-LINE copyvueipver 


@ SAVES EYESTRAIN TAKES COPY UP TO 20" 
* PROMOTES ACCURACY «HOLDS NOTEBOOK 
e INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


2736 LYNDALE AVE. SO., MINNEAPOLIS 8, MINN 2UY 39th St, N. W., Washington 1é 








For More Information Circle No. 383 
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ADVERTISE 
T0 








75 
DIFFERENT 
MARKETS 


for 


office equipment 


and supplies 


Afghanistan 

Alaska 

Algiers 

Arabia 

Australia 

Austria 

Belgian Congo 

Belgium 

British East 
Africa 

British Guiana 

British Honduras 

Burma 

Canada 

Ceylon 


Erench Africa 
French Guiana 
Germany 
Gibraitar 

Great Britain & 
Northern Ireland 
Greece 

Haiti 

Hawail 

Hong Kong 
Iceland 

India 

indonesia 

Iran 

Iraq 

Ireland 

Israel 


During 1955 calculating machines 

valued at $718,989 (FOB plant) 

were exported to West Germany from 

the USA. $43,293 of metal office furniture 
went to Saudi Arabia and 111,237 lbs. of 
carbon paper left for the Philippines. West 
Germany, Saudi Arabia and the Philippines are 
but three of the 75 countries and regions 

listed at left where every autumn 

OFFICE EQUIPMENT EXPORTER is 
enthusiastically received and acted upon by all 
office equipment importers, dealers 

and specialists. These countries 

buy both high and low priced items. 
advertising rates. 


Write Opes for 


PUBLICATIONS 


232 Madison Ave., New York 16 


Italy 

Japan 

Kenya 
Lebanon 
Liberia 

Libya 
Luxembourg 
Madagascar 
Madeira Island 
Malaysia 


Netherlands 

Netherland West 
Indies 

New Zealand 

North Rhodesia 

Norway 

Pakistan 

Philippines 

Portuguese Africa 

va Rico 


Sia 

South Sea Islands 

Southern Rhodesia 

Sudan 

Surinam 

Sweden 

Switzerland 

Syria 

Tanganyika 

Tunisia 

Turkey 

Union of South 
Africa 


West Indies 
Yugoslavia 


For More Information Circle No. 432 





Underwood Executives 


Appointments of David J.’Crombie as 
vice president in charge of personnel and 
industrial relations, and Andrew Ander- 
son as vice president in charge of manu 
facturing for Underwood Corp. were an 
nounced by Fred M. Farwell, president. 


David J. Crombie Andrew Anderson 


Mr. Crombie will be responsible for all 
phases of personnel management, employe 
training, 
labor relations. 


executive development and 
Mr. Anderson will direct 
the production of Underwood’s electric 
and manual typewriters, accounting and 
adding machines, Elecom electronic com- 


puters and Dataflo integrated data proc- 
equipment. Mr. Crombie, 
Underwood as a mail clerk in 
1929, became vice president in charge of 
manufacturing in 1954. Mr. Anderson 
was formerly manufacturing vice presi- 
dent and a director of Monroe Calculat 
ing Machine Co. 


essing who 


joined 


Plastic Binding Division 
William L. Fritz 

was appointed sales 

manager of the new 

plastie 

Cummins 

Corp., it was an- 

nounced by John 

executive 


division of 


Chicago 


Jones, 
vice preside nt. 
Cummins Chicago 
manufactur- 
perforating 
equipment and 


Corp., Wililam L. Fritz 
ers of 
will 


introduce a new line of plastic binding 


business machines, 


equipment and bindings. Mr 


Fritz has been in this field 19 years. 


plastic 


‘““Paper Punches Every Office Needs!’ 


eo 


3-HOLE PAPER PUNC 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $4.00 list. 


MODEL 3..Punches 3 holes 
\%" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge -— standard spacing 
11" x 84" sheets. 








[PAPER PUNCH | 


Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
\ WESTERN REP.— HARRY HENKEL ASSOC., 1355 MARKET ST., SAN FRANCISCO 


Improved 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 
punch for 
viduals, home, office and industry. Light pres- 
sure of thumb punches clean 14" hole instantly 
in paper, light cardboard, etc. Ideal for punching 

tickets, tags, restaurant checks. 


indi- 


12 in counter display carton. 60 
cent list. 


" 


MODEL 100x. 


hole, 4" from binding edée. 


.. Punches 4% 








For More Information Circle No. 357 
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3 PHONE ‘soiveo- 


Closions the a 
3. Better hearing—nvisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave 
Room 710 





New York 16 








For More Information Circle No. 368 


MANUFACTURERS OF DURALUMINUM 


HOLDERS surest 


MANY 
STYLES 


MG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 369 





PLATENS PARTS 
SUPPLIES 
for TYPEWRITERS and 
other office machines 


Now in New and Larger Quarters 


TYPEWRITER EQUIPMENT CO., INC. 
25 Park Place, New York 7, N. Y. 








| ant to the exee ve vice 


| adi in 











For More Information Circle No. 370 


CASH REGISTER 


WORLD 
a8) = 
SERVICE 


HIGHEST 
QUALITY 
PRODUCTS 


See 


NEW ADDRESS: 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT.°PROSPECT, ILL. 


For More Information Circle No. 371 
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General Precision Executives 

L. Stanley 
Precision Corp., 
McBee 


cision Equipment Cor 


Crandall, president, Royal 
jointly owned subsidiary 
of Royal Corp. and General Pre 
D-, has named three 
Robert H. Mont 
assistant to the president; 


R. L. Rankin, former) 


men to key positions. 


gomery Jr. 1s 
inanager Of sys 
tems and procedure s for Royal McBee, is 


manager of advance planning; and Rob 
| g 


ert H. ¢ 


1 


‘urtiss 1s applications engineer, 


Dixon Product Manager 
Joseph Di 
cible 30.. 


City, 


xon Cru 

Jersey 
announced the 
appointment of A, 
Vineent 
as product manager 
of the pencil 
division. He 
sp ynsible for 


Samuelson 


sales 
is re 
pencil 
sales division 

pencils, 

ovawnne A. Vincent Samuelson 
il sharpen . Samuelson joined 
1 in 193% ecounting 


a staff 


capacity 


and served successive As assist 


president, sales 


istration nanager and assistant 


snles, before 


product 


assuming his present duties. 


manager in pencil 


| IMR Building New Plant 


Intelligent Machines Research Corp., 
Arlington, Va., producer of 
Readers, 


Analyzing 
has begun construction of new 
lities 
a three-naer act What will be 
plant 
de 15,000 sq. ft. of space, about 


ce, Tresci 


as Rese: 


Plus District Managers 
Plus Machines, Ine., an 


nounced the transfer of Don Klein from 


Computing 


Denver Where he wa mountain states 
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most everything! 
rae 
SS the PREMIER AUTO-FOLDER 


Pays for itself almost Immediately! Here 

is the lowest priced, Fully Automatic Folder 

made. Saves valuable time wasted by old 

fashioned hand folding. Imagine. up to 7200 

pieces an hour! Makes the seven most-used 

folds, changed instantly by the flick of a 

switch. Handles up to seven sheets at a 

time for reports, sales bulletins, surveys, ‘ 

etc. Simple to learn and operate. Rugged Hond 

steel constructicn throughout, in Silver Grey Operated 

Hammerloid finish. $29.95 

LOWEST PRICED FULLY AUTOMATIC ‘ Motor 

FOLDING MACHINE MADE! “ont Operated 


Dealers: Some territories still available : , $129.95 
on exclusive franchise. Write today 


MARTIN-YALE, INC. 


2100 WEST FULTON STREET, CHICAGO 12, ILLINOIS 


For More Information Circle No. 270 














Your appreciation of finer duplicating products 
, helped us build this finer plant 


Over the years word has traveled far that Colonial spirit duplicating 
products are uniformly superior. 

Because of this wide recognition of the dependable quality of our 
products, sales have grown to the point where our old plant could no 
longer handle our more-than-doubled volume. 

So we thank all you Colonial customers for your orders. Your friend- 
ship and confidence are responsible for our expansion. Our new plant has 
been designed with enlarged research laboratories, air conditioned offices, 
and every possible facility for every employee to do his best work for you. 

If you haven’t yet tried Colonial and you’re interested in spirit dupli- 
cating products, won’t you drop us a line? 


\ Colborual 
CARBON COMPANY SKOKIE, ILLINOIS 


SPECIALISTS IN SPIRIT MASTER UNITS, SPIRIT CARRON, GELATIN CARBON ANDO MANY RELATED OUPLICATING SUPPLIES 


For More Information Circle No. 271 
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TYPEWRITERS 
ALL =. 


Qu 
eoD 
e 


REGALRITE BRAND 
RIBBONS AND CARBONS 


cm 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best hy Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N..Y. 


For More Information Circie No. 325 




















PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 

name, This improves personnel relations, 


Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., fst. 1902 


Originctors of “Outiook~ tnvelopes 
WN Was 


For More Information Circle No. 329 


Smith 
PROJECTING SIGNALS 


Quality | 


| 


Size 


j 
j 
| 
j 
j 





EXETER “NEBR ASKA 


For mor r year a mpiete line of 
, ‘ ne gna anda indexe 


For More Information Circle No. 330 


(Charies £ Smith, Inc.| 





From Pearl Engraving Corp., 
comes the finest, 
precision-engineered keytops. 
Illustrated: 2 styles 
for all typewriters. 

For free samples and brochure, 
write Pearl Engraving Corp., 
29 East 19th Street 
New York 3, N.Y. 


to 
better 
business” \. 


For More !nformation Circle No. 331 
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New 
manager. Mr. 


manager, to 
politan Klein has 


also had 20 years experience as a repre 


sales 


sentative and sales manager in New York. 
Bob Pratt is now western states general 
offices at 50 


Ave., San Franciseo 11, 


manager with California 
Mr. Pratt has a 
national reputation as a key drive sales 


manager built upon many years experi 


ence on the coast and in the middle west. 


National Conference 
& Exhibit Calendar 


Life O‘fice Management Assn., Edgewater 
Beach Hotel, Chicago, Sept. 17-19. 

National Assn. of Bank Auditors & Con- 
trollers, Shoreham Hotel, Washington, 
D. C., Sept. 17-20. 

American Institute of Accountants, Olym 
pie Hotel, Seattle, Sept. 22-27. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 29-Oct. Z. 

Wal 


Sept. 


Controllers Institute of America, 
dorf-Astoria Hotel, New York, 
30-Oct. 3. 

National Institute of Governmental Pur- 
chasing, Conrad Hilton Hotel, Chicago, 
Oct. 14-17. 

Office Management Div., American Man- 
agement Assn., Astor Hotel, New York, 
Oct. 15-17. 

National Business Show, Coliseum, New 
York, Oct. 15-19. 

Institute of Management Sciences, Stat- 
ler Hotel, Los Angeles, Oct. 18-19. 

Systems & Procedures Assn. of America, 
Bellevue-Stratford Hotel, Philadelphia, 
Oct. 22-24. 

National Business Forms Associates, 
Westchester Country Club, Rye, N. Y., 
Oct. 27-Nov. 1. 

Industrial Management Society, Sherman 
Hotel, Chicago, Oct. 31-Nov. 2. 

Eastern Joint Computer Conference, New 
Yorker Hotel, New York, Dee. 10-12. 

National Business Teachers Assn., Palmer 
House, Chicago, Dec. 27-29. 
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York City as metro 


FAST+ SAFE 
PORTABLE! 


Add filing space by 
destroying cancelled 


checks, ledger sheets, time cards, 
W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
"SILVER EXECUTIVE AUTOMATIC" 
Paper Shredder is the only automatic 
feed machine .. . shreds papers into 
unreadable |/4” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/2 HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 
Hind Vile 


103 MILL ST. + SALEM, OHI 


For More Information Circle No. 361 
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sADVERTISERS 





Acco Products, Inc. 

Addo Machine Co. 

Aetna Steel Products Corp. 

Allen & Co. 

Allen Business Machines Inc., R. C. 
Allied Carbon & Ribbon Mfg. Corp 
Allied Litho Supply Co. 

Amberg File & Index Co. 
American Dictating Machine Co. 
American Hair & Felt Co 
American Pencil Co. 

American Lithofold Corp. 

Ames Supply Co. 

Arnot-Jamestown Division 
Associated Industrial Designers 
Atlas Stencil Files Corp. 

Ayres Corp 


Baltimore Business Forms Co. 
Bankers Box Co. 
Bates Mfg. Co. 
Baumgarten, Fred 
Bernay Products Co. 
Bohn Duplicator Corp. 
Bomont, Inc, . 
Bonnar-Vawter, Inc. 
Borroughs Mfg. Co. 
Box No. OF-9 

Brown Paper Co., L. L 
Bruning Co., Charles 
Bud Type Cleaner Co 
Burroughs Corp. 


C-Thru Ruler Co. 

Can-Pro Corp. 

Carter's Ink Co. 

Catskill Craftsmen, Inc 
Cel-U-Dex Corp. 

Challenge Machinery Co. 
Chart-Pak, Inc. 

Cheshire Mailing Machines, Inc 
Chesley Industries, Inc. 

Clary Corp. 

Cole Steel Equipment Co. 
Collamatic Corp. 

Colonial Carbon Co. 
Columbia Ribbon & Carbon Mfg. Co. 
Copease Corp. 

Copy-Craft, Inc. 

Cotterman, |. D. 

Coxhead Corp., Ralph C. 
Cromwell Printery, Inc. 


DeLuxe Metal Furniture Co 

Dennison Mfg. Co. 

Dewberry Engraving Co. 

Dick Co., A. B. 

Dictaphone Corp. 

Ditto, Inc. Inner Back Cover 
Dieh!, GmbH, Rechenmaschinenfabrik 226 
Dixon Crucible Co., Joseph 221 
Dorson Corp. 214 
Duplicate Forms Co 


Eastern Corp. 
Eastman Kodak Co. 
Elbe File & ~—— Co 
Emmert Mfg. 

Esleeck Mfg. Co. 

E-Z Sort cleme. Ltd 


264 


A.W 
Eberhard 


Faber-Casteli Pencil Co., 
Faber Pencil Co.., 
Facit, Inc 
Federal Mining & Mfg. Co 
Felins Tying Machine Co 

Felt & Tarrant Mfg. Co 

Force & Co., Wm. A 

Force Western, Inc 

Frankel Carbon & Ribbon Co. 
Friden Calculating Machine Co 
Frumkin, Michael 


Gates Acoustinet Co 

Gavrin Press, Inc., Arthur J 
General Binding Corp 
General Multi Forms Sales Co 
General Photo Products Co 
Graff Co., George B 

Graphic Systems 

GR Products, Inc 


Hall-Welter Co 

Haloid Co 

Hammermii| Paper Co 
Harding Co., Milo 
Heat-Timer Corp. 

Heyer Corp. 

Hunt Pen Co., C. Howard 
Hush-A-Phone Corp. 
Hygienic Dental Mfg. Co 


Industrial Shredder & Cutter Co 

Ink Specialties Co. 

Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Business Forms, Inc 
International Cash Register & Parts Co 


Johnston Adding Machine Co 
Justrite Rubber Bands 


Kee Lox Mfg. Co 
Kell-Mor Lectern Co 
Kil-Klatter 

Koh-l-Noor Pencil Co 
Kohlhaas Co 

Krayer Mfg. Co 


Lagomarsino—FAI 

Lamb Electric Co 

Lansdale Products Corp 
Lassco Products, Inc 

Lee Products Co 

Letterex Corp. 

Linen Supply Assn. of America 
Lithoplate, Inc 


Management Control Charts Co 
Manpower, Inc. 

Marchant Calculators, Inc 
Martin-Yale, Inc. 

Maso Stee! Products, Inc 

McBee Co. 

Meilink Steel Safe Co 

Melind Co., Louis 

Mendes Corp., J. Curry 

Metal Products Engineering, Inc. 
Metal Specialties, Inc 

Michael Lith, Inc 

Millers Falls Paper Co 


185 
Facing 102, 103 
Milwaukee Metal Furniture Co. 150 
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Mim-E-O Stencil Files Co. ......... 
Minnesota Mining & Mfg. Co. 14, 
Mittag & Voiger, Inc 

Monroe Calculating Machine Co 
Moore Business Forms, Inc 

Moore, Inc., P, Q 

Morris Co., I. T. 

Mosier Safe Co. 

Multistamp Co. 


National Blank Book Co. 
National Business Show 

National Cash Register Co. 
National Cotton Council 

Neenah Paper Co 
Nekoosa-Edwards Paper Co. 

New England Paper Punch Co. 
Nippo Machine Industry Co., Ltd. 
Noria Distributing Co 

Nu-Arc Co 


Office Products, Inc 
Office Publications Co 
Old Town Corp 

Olivetti Corp. of America 
Outlook Envelope Co. 


Parkway Pen Service 

Parsons Paper Co. 

Paterson Parchment Paper Co 
Pearl Engraving Corp 
Peerless Imperial Co 

Peerless Photo Products, Inc. 
Perfelope Mfg. Co 

Phillips Process Co 
Photorapid of America, Inc. 
Photostat Corp 

Pike & Co.. E. W 

Pioneer Toledo Corp 
Pitney-Bowes, Inc. 

Plastic Binding Corp 
Plymouth Rubber Co 

Port Huron Sulphite & Paper Co 
Posting Equipment Corp. 
Precision Mfg. Co 
Print-O-Matic Co. 


Rapid Roller Co. 

Record Files, Inc. 

Regal Typewriter Co 

Regna Cash Registers, Inc. 
Remington Rand Division 
Rex-Rotary Distributing Corp. 
Rite-Line Corp. 

Roberts Rubber Co., Weldon 
Rochester Ribbon & Carbon Co, 
Roll-O-Graphic Corp, 

Rose Ribbon & Carbon Mfg. Co. 
Royal Typewriter Co. 


S & M Distributing Co 
Sainberg & Co. 
Saunders Mfg. Co. 
Scata-Grime Mfg. Corp. 
Schwab Safe Co 
Schweitzer Inc., 
Scott-Rice Co. 
Sengbusch Self-Closing Inkstand Co, 
Shaw-Walker Co. 

Smead Mfg. Co 

Smith, Inc., Charles C. 
Smith-Corona, Inc. 

Southern Folder & Index Co. 
Speed-O-Print Corp. 

Spot Carbon Products 


Peter J. 


15. 


36, 37, 99, 


Standard Duplicating Machines Corp. 


Standard Stationery Supply Co. 
Sten-C-Labl, Inc. 

Stile-Craft Manufacturers, Inc, 
a 
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109, 


Inner Front Cover 


221 
211 
126 
242 
130 
189 
240 





Stolper Steel one CORD... 6cs Bree 197 
Storms Co., H. 215 
Superior ie Co 255 
Swift Business Machines Corp 191 
Syntron Co 224 


Tab Products Co 95 
Tauber Plastics, Inc 196 
Thomas Collators, Inc. 183 
Tiffany Stand Co 38 
Times Facsimile Corp. 149 
Todd Co. 169 
Traveletter Corp 3 
Typewriter Equipment Co 260 


Underwood Corp Outer Back Cover 


Vari-Typer, The 223 
Victor Adding Machine Co 199 
Victor Safe & Equipment 212 
Visi-Shelf File, Inc i8i 
Vogel-Peterson Co 59 


Wassell Organization 174 
Wausau Paper Mills Co 200 
Weber Addressing Machine Co 203 
Webster Co., F. S 89 
Weston Co., Byron 

Wheeler Insulated Wire Co 21 
Wheelock Signals, Inc 22 
Whitin Business Equipment Corp 233 
Wolber Duplicaior & Supply Co 60 
Worden Co 244 


York Safe & Lock 40 


Zip-O-Riter Products *- 


i i an _ Ai A 


NOW READY... 
A NEW FILE 
For Your Copies of The Office 


This new durable and attractive file in 
rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be re- 
moved. Each file holds one volume (six 
months) of THE OFFICE with the 
volume index in the last copy (June 
and December) ; two files hold an entire 
year’s issues. Files are reusable and 
unconditionally guaranteed or your 
money back. Postpaid in U.S. 


| File (for six months’ issues) $2.50 
2 Files (for a year's issues) $5.00 
3 Files for $7.00; 6 Files for $13.00 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 


ett & > 
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CD Needs Supervision 


NATIONAL Civil 
exercise was held in July to 
test the efficiency of the SYS- 
Ac- 
cording to the newspapers of vari- 
everything went quite 
well with the physical and technical 
services, and the cooperation of the 


Defense 


tem as now organized. 


ous cities. 


general public was considered satis- 
factory. However, it must 
that something did go wrong it 
was the management in general, and 
clerical management in particular. 

Civil Defense communication or 
centers, especially those set up in the 
larger cities, are very well equipped 
with the machines needed to do the 
job. They have shortwave radios, 
telephone switchboards with plenty 
of extensions, typewriters, duplica- 
tors, ete. They also have the volun- 
teers who can operate this equip- 
ment. The volunteers appeared and 
set to work on Friday but, by the 
end of the day, the paperwork was 
pretty thoroughly fouled up. Not 
so many volunteers appeared on 
Saturday, the second day of the ex- 


be said 


ercise, either because it was Satur- 


day or because they had had enough. 


266 


The clerical work in a Civil De- 
fense operation consists mostly of 
handling communications and main- 
taining control of mobile 
equipment, supplies and personnel. 
Incoming communications are dupli- 
eated so that copies can be sent to 


records 


various emergeney divisions for ae- 
tion. In New York, it was reported, 
even simple office operation 
Duplicated forms 
were so mixed up that many were 
reduplicated unnecessarily. Volun- 
teers were not properly assigned to 
worked hard, 
while others had little to do. 

Of course, this wasn’t a real at- 


this 


went haywire. 


work stations: some 


tack and maybe many folks took it 
more or less as a lark. The average 
office duplicator would 
speak up if he received a new master 
for a job he just finished running. 


operator 


Incoming calls in a business office 
are handled efficiently, often with 
less equipment and personnel than 
was available in Civil 
ters. Then why the foul-up? 

Civil 


Defense cen- 


Defense needs experienced 


personnel, 


management especially 
clerical supervisors. In an actual at 
tack, the volume of vital office work 
would be Without it, 
no branch of Civil Defense (or 
other could function. 


Since 


tremendous. 
any 
enterprise 
Civil 
citizens, and since it seems to need 


Defense comprises the 


clerical management, additional ex- 
perienced 
should volunteer—not 


clerical supervisors 
to fight fires 
or drive trucks, but to do what they 
know most about: manage CD office 


operations. 
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DITTO 
' One-Writing 
SAG 


5 % 
oe . Pe 3 * ¥ 
i 


Insures $100,000 yearly savings 
for the TRAVELERS INSURANCE CO. 


As surely as the Travelers Insurance Company insures 
policy holders against loss, its DITTO One-Writing 
System assures this outstanding multiple-line insurance 
company of tremendous savings. By substituting 
DITTO for snap-out, Travelers is now saving $100,000 
a year in the production of its policy issuance forms. 
Equally important is the elimination of costly errors. 


Now Travelers is able to get policies into the hands 
of producers much faster than before and to eliminate 
bottlenecks and slowdowns during a branch’s peak 
period. All this has been accomplished by on-the-spot 
duplication in the branches themselves, something 
that could not be done by other duplicating methods. 


To find out how DITTO One-Writing Systems 
provide speed, flexibility and economy in systems 
paperwork, simply attach this ad to your letterhead 
and mail to DITTO, Incorporated, Attn. Mr. Finley, 
or call the local DITTO office listed in your 
classified phone book. 


DITTO, inc. 


6826 N. McCormick Road, Chicago 45, Illinois 


For More Information Circle No. 402 








NOW! Underwood Electric 
Continuous Form Machines 
offer you automatic electric 
retraction of carbon paper 


Underwood Electric Continuous Form 


Machines 


non-productive operations in multi-copy 


are designed to eliminate all 


record writing 

Automatic electric retraction of carbon 
paper is a good example. The carbon 
paper is automatically moved from the 
completed set of forms into typing posi- 
tion in the following set of forms. Result: 
you save time, cut carbon paper costs. 

Other features are: Underwood ma- 
chines will accommodate every style of 


continuous forms and continuous length 


a 
UNDERWOOD UNDERWOOD 
+ > 


, 


4 


QR 


carbon paper—long flat sheets, flat packs, 
single and multiple-ply rolls. The oper- 
ator simply types and removes each set 
of forms: the next set is automatically 
moved into typing position. Machine is 
always available as an all-purpose elec- 
tric typewriter. Cost savings usually pay 
for machine during first year. 
Telephone your nearby Underwood 
office (see the yellow pages of your tele- 
phone directory) or write today for 
full details on the Underwood Electric 
Continuous Form Machines. 


CORPORATION 


One Park Avenue, New York I6, N. Y. 


For More Information Circle No. 284 





